
 WHY USE PERFORMANCE EVALUATIONS?
◦ Regular employee evaluations helps remind workers 

what their managers expect.
◦ Provide employers with information to use when 

making employment decisions
◦ Give the employee the opportunity to better 

understand expectations, standards and rules.
◦ Give the manager and employee an opportunity to 

get to know one another better
◦ Sends a message to the employee that managers 

care about their performance



 The purpose of the evaluation is NOT:
◦ Designed to “FIX” behavior once a year
◦ To replace regular on-going coaching
◦ To identify shortcomings without highlighting 

positive performance
◦ As a tool to justify terminating a problem employee
◦ To give all employees the same rating to make 

them equal
◦ To give inflated ratings to motivate or reduce 

difficult conversations



 ADVANTAGES OF REGULAR PERFORMANCE 
REVIEWS:
◦ Employees better understand expectations
◦ Employees learn what behaviors or attitudes to 

improve or modify
◦ Employees feel appreciated for their strengths and 

skills
◦ Shows the employee you care about their success 

and the benefits they bring to the office
◦ Promotes communication and provides useful 

feedback about job performance 



 DISADVANTAGES OF NOT CONDUCTING 
REGULAR PERFORMANCE REVIEWS:
◦ Sends a message that you are obviously satisfied 

with their performance
◦ Appears they are not important to you, if you cant 

take the time to review their performance.
◦ Does not provide high performers with a motivation 

to continue to perform well
◦ Does not provide an opportunity for low performers 

to take corrective action 
◦ Avoids blindsiding an employee about 

unsatisfactory performance



 CONTENTS OF AN EVALUATION
◦ There should be a clear understanding of the 

employees responsibilities
◦ The evaluation should accurately reflect an 

employees job description



 TIPS FOR CONDUCTING REVIEWS
◦ Emphasize what is valued, liked and appreciated about the employee
◦ Then move to discussing those areas that require improvement
◦ Never criticize without making a specific suggestion for improvement
◦ Significant time should be spent discussing the future, more effective 

ways to accomplish essential job functions, and goals for continued 
professional development

◦ Provide an adequate meeting time and location with privacy and 
without interruptions

◦ Explain all content of the evaluation regarding job description 
emphasis, performance and expectations

◦ Reviews should never be ONE-SIDED; instead give the employee a 
chance to discuss issues of concern

◦ Supervisors should never become defensive; remain objective and 
listen carefully to an employee’s statements



 SET GOALS:
◦ Specific: Tells employees EXACTLY what is expected, when and 

how much
 Gives supervisors the ability to easily measure the employees progress

◦ Measurable: Provides attainable milestones, self motivating 
success markers
 Supervisors can never know whether their employee is making progress 

or not if a measurable goal is not provided
◦ Attainable:  Goals must be realistic and attainable by even average 

employees
 The best goals require employees to stretch a bit to achieve them, but 

they are not extreme
◦ Realistic:  Meaning the goals are actually do-able, not out of reach 

or meaningless
 If goals are set too high, employees will tend to ignore them
 If goals are set too low, employees may feel insulted

◦ Time-Bound:  Goals must have starting and ending points of a 
fixed duration
 Commitment by managers to follow through on goals established helps 

employees focus their attention on completing them.



 AVOID BIAS
◦ SINGLE /RECENT FOCUS:  all dimensions of performance are 

rated the same based on one single or recent performance 
issue that impressed the supervisor- either positive or 
negative

◦ OVERLY CRITICAL:  Setting unrealistically high standards, 
employees will feel they will never be able to measure up 
and eventually stop trying.

◦ OVERLY LENIENT:  If an employee can have any behavior or 
perform marginally and nothing is ever said, then why 
would they try harder?

◦ MIDDLE OF THE ROAD: All employees are rated marginally 
or the same; creates resentment and is confusing.  Why 
would an employee perform well, if their efforts are never 
recognized or differentiated between marginal employees.















 WHO USED IT?
◦ POSITIVES
◦ NEGATIVES

 WHAT WAS MISSING?
 WHAT WOULD YOU CHANGE?
 5 RATINGS APPROPRIATE OR SHOULD IT BE 

REDUCED TO 3?




