Performance Appraisal Interview

1. Begin the meeting by establishing the right atmosphere

The employee should feel relaxed and unthreatened. An atmosphere of mutual benefit should be established. Put the employee at ease.
· Greet employees warmly

· Talk about something else, if possible, to make employee feel at ease

· Be enthusiastic about your process

2. Review major responsibilities

Refer to the job description and work together to make sure it reflects the position’s key duties. 

· Ask open-ended questions like “What do you like about your job?”

· Review the job description

· Rank 3 or 4 top duties

3. The Employee presents an evaluation of himself or herself

In this step, the employee is given an opportunity to discuss their viewpoint of their performance. The supervisor’s role during this part is to listen and respond appropriately.
4. Complete the review form 
The supervisor should go over each part of the written evaluation with the employee. The employee should be told in specific terms his or her strengths and weaknesses. 
· Stick to facts
· Use actual examples from the employee’s work to explain different items. 
· Also consider that the goal is to improve performance, so criticism should focus on consistent behaviors, should not be exaggerated, and should be related to behavior, not the person.  

5. Areas for improvement are discussed

The supervisor and employee jointly determine areas for improvement and the way they may be achieved. 
· Use “I” messages and pinpointed statements to start each area of discussion. 
· Learn the employee’s viewpoint

· Search for a solution 

· The improvement areas should be limited to a few important items that can be accomplished within a reasonable period of time. These objectives will be part of the next evaluation. 

6. Summary of Meeting

The summary phase should make sure that proper communication has taken place, and that both parties understand the overall evaluation. 
· Review goals set for improvement 

· Thank the employee for past efforts 
· Reaffirm his or her personal interest in helping the employee to grow and develop. 
· If the employee has a history of poor performance, the supervisor must specifically advise him or her of what will happen if evaluations continue to be poor.

Notes: 

· Some supervisors prefer to reverse steps 3 and 4, or to take turns.

· Steps 3, 4, and 5 may be done for each criterion. For example, if someone is rated on attendance, steps 3, 4, and 5 are done for attendance. Then the appraisal goes on to the next item being rated. 

