SUPERVISOR’S CHECKLIST


Suggestions for Supervisors When Completing the Performance Evaluation Process
Confidentiality

All supervisors are reminded that the performance evaluation process and the ratings assigned to the performance of specific employees should be kept confidential and be discussed only with the employee, your supervisor or Human Resources.  Please respect the privacy of your staff and do not share this information.  

Suggestions for Supervisors in the Performance Evaluation Process

It would be helpful for the annual review to have kept a performance log during the year to document performance with specific dated entries, kudos for a job well done, keeping a tickler of events, or sending an email about the performance.  If you are using any of these methods, make sure they meet the criteria in this Checklist for Documenting Performance.

 FORMCHECKBOX 

It contains concrete and specific details—dates, times, places, names, numbers and so on.

 FORMCHECKBOX 

It is accurate and does not exaggerate.

 FORMCHECKBOX 

It does not contain slurs or other inappropriate or derogatory terms.

 FORMCHECKBOX 

It does not contain language that could be construed as discriminatory or biased.

 FORMCHECKBOX 

It does not focus on personality issues.

 FORMCHECKBOX 

It focuses on behavior, performance, conduct and productivity.

 FORMCHECKBOX 

It is complete.

 FORMCHECKBOX 

It contains job-related incidents only.  It does not include entries about the employee’s personal life or aspects of the employee that have nothing to do with the job. 

When you write up a performance objective—be it a job requirement or a goal—make sure it meets these criteria:

 FORMCHECKBOX 

It is specific, not general.

 FORMCHECKBOX 

It describes what the employee should do, not who the employee should be. 

 FORMCHECKBOX 

It contains concrete details.

 FORMCHECKBOX 

It uses active verbs, not passive verbs.

 FORMCHECKBOX 

If the requirement or goal is measurable, it describes how it will be measured.

 FORMCHECKBOX 

If appropriate, it gives a deadline for completion. 

 FORMCHECKBOX 

Unless it is obvious, the objective describes how it relates to the job.  

When identifying performance goals, make sure each one meets the following criteria:

 FORMCHECKBOX 

It is consistent with campus/university goals.

 FORMCHECKBOX 

It is reasonable and realistic.

 FORMCHECKBOX 

It is challenging but within the employee’s reach.

 FORMCHECKBOX 

It is specific.

 FORMCHECKBOX 

It is related to the employee’s job.

 FORMCHECKBOX 

It is measurable or, if it cannot be measured, it is especially specific.

 FORMCHECKBOX 

If necessary, it has an action plan attached.

 FORMCHECKBOX 

It does not try to change the employee’s personality.

 FORMCHECKBOX 

It is not based on assumptions or stereotypes.

 FORMCHECKBOX 

It does not promise the employee something now or in the future.  

Consider the following questions when assessing performance:

 FORMCHECKBOX 

Has the employee met this requirement or goal?

 FORMCHECKBOX 

Why or why not?

 FORMCHECKBOX 

How do I know this?

 FORMCHECKBOX 

What is the supporting evidence?

 FORMCHECKBOX 

What was the impact on the department?  On the campus?

 FORMCHECKBOX 

How can the employee do better?

 FORMCHECKBOX 

How can I do a better job of supporting the employee?

 FORMCHECKBOX 

How can the campus do a better job of supporting the employee?

Consider the following possible reasons for poor performance:

 FORMCHECKBOX 

Did I give the employee adequate training?

 FORMCHECKBOX 

Does the employee have the skills necessary for the job?

 FORMCHECKBOX 

Does the employee understand what I expect?

 FORMCHECKBOX 

Have I provided the employee with adequate tools and resources?

 FORMCHECKBOX 

Are there any rules or systems in place that make it difficult for the employee to perform well?

 FORMCHECKBOX 

Has anything changed in the employee’s work situation?

 FORMCHECKBOX 

Has anything happened in the employee’s personal life that could be affecting his or her work?

 FORMCHECKBOX 

Has the employee developed a substance abuse or mental health problem?

Common Performance Appraisal Errors—After you have drawn conclusions about an employee’s performance, ask yourself the following questions.  If you can answer yes to any of them, then you may have committed a common appraisal error, and you must rethink your conclusions.

 FORMCHECKBOX 

Have I rated the employee more highly than he or she deserves?

 FORMCHECKBOX 

Did I unfairly blame the employee for bad events or unfairly take credit (or give credit to someone else) for good events?

 FORMCHECKBOX 

Did I allow my first impressions to color what the employee did during this appraisal period?

 FORMCHECKBOX 

Did I allow one aspect of the employee’s performance to dominate?

 FORMCHECKBOX 

Did I judge the employee more favorably because of our similarities?

 FORMCHECKBOX 

Did I judge the employee less favorably because of our differences?

 FORMCHECKBOX 

Did I gravitate to the middle to make this evaluation easier on myself?

 FORMCHECKBOX 

Did I ignore anything exceptionally good or bad about the employee’s performance?

 FORMCHECKBOX 

Did I unfairly paint the employee as being either all good or all bad?

 FORMCHECKBOX 

Did I place too much weight on recent events?

 FORMCHECKBOX 

Have I made assumptions about or stereotyped the employee?

 FORMCHECKBOX 

Have I accurately described the employee’s performance without fear of making the employee mad or hurting the employee’s feelings?
Setting the Agenda for the Year-end Appraisal Meeting—Although you should conduct the meeting in a way that feels natural and appropriate to you, here is a good sequence of events and topics to cover:

 FORMCHECKBOX 

Start with some introductory remarks.

 FORMCHECKBOX 

Give each other copies of your evaluation.

 FORMCHECKBOX 

Discuss each Performance Factor.

 FORMCHECKBOX 

Reassess the job requirements and agree on any significant changes.

 FORMCHECKBOX 

Choose goals for the upcoming year.  

 FORMCHECKBOX 

End the meeting on a positive note.  

Adapted from “The Performance Appraisal Handbook”, Amy DelPo
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