Getting the Most out of a Performance Review

What to do before the appraisal


FAR IN ADVANCE

· Ask for feedback on your performance the whole year 

· Start an accomplishment file on yourself 

· Complete a self appraisal (see “Thought Stimulators for Self-Appraisal”)

· Make an improvement action plan for yourself 

CLOSE TO THE APPRAISAL

· Set the appointment in advance (you may have to set it yourself!)

· Look at prior performance review appraisals

· Collect all documents 

___PDQ (with revisions, if necessary)

___Accomplishment file

___Training Pages or other training materials

___Any documents your supervisor has asked you to fill out prior to appt.

___A list of possible goals for next year

· Visualize a positive outcome

What to do during the appraisal

· Arrive on time and be prepared! 

· Make sure all paperwork is included 

· Listen (take notes, restate, etc.)

· Be assertive, not passive or aggressive

· Ask for clarification when needed (Request behavior-related details)

· Pay attention to body language

· Retain emotional composure


· Promise improvement realistically

· Accept responsibility 

· When discussing problems, remain positive and future-oriented

· SIGN the appraisal


What to do after the appraisal

· Get a copy of documents for yourself

· Record your time frame for completion and stick to it!

· Follow up if more clarification is necessary

· Schedule training courses

· Periodically evaluate/revise goals

· Ask for growth-directed assignments 

· Give written feedback to your supervisor on your progress

· Use this as an opportunity for personal growth

What happens if a performance review turns nasty?
· Make “I” directed statements

· Pay even closer attention body language

· Accept appropriate responsibility

· Worst case scenario:  leave politely and reschedule the review with a representative
