[Note:  the following material was provided by Janet Hallman, Director of Financial Services, as an example of a departmental document outlining internal guidelines and timelines for the performance review process.  This document reflects a departmental decision to use performance review form version C.]

Financial Services

Staff Performance Review Process – Guidelines for Supervisors and Staff

1. Effective performance review is an ongoing process.  The process begins when a staff person is hired.  Clearly communicate expectations for performance (please use the performance factors in the university’s performance review form, version C as a guide).  Set goals at the beginning of each evaluation/review period (upon hire, at the end of the first six month, at the end of the first year, and annually thereafter).  Goals represent what needs to be done and should be both measurable and achievable.  Performance factors represent how the person will approach his/her job (e.g. attitude, productivity, initiative, problem solving, cooperation, service orientation, etc.)

2. Provide timely performance feedback. Be sure feedback is for both successes and areas where improvement is needed.  (Examples: send a thank you email for a job well done as soon as the job is completed and copy the next level manager; or provide coaching as soon as you first become aware of the work or behavior that needs improvement).  The main point is there should be no surprises in the written performance review.  The following resources are available to assist you if you feel you need help in preparing for a conversation:  your supervisor, Life Era (formerly Working Solutions), Human Resources (HR).

3. Meet periodically on a one-to-one basis with staff to discuss progress towards the goals that were set and the performance factors from version C of the university’s performance review form.  Please try to hold at least 3 performance review meetings before the end of the review period.  To facilitate these meetings, it is recommended that you ask staff to complete a Finance & Administration (F&A) semester report form prior to the meeting (see separate document).

4. If you are preparing an initial performance review, it is vitally important that it be completed before the end of the first six months.  This will complete the staff selection process by providing both the staff member and supervisor the opportunity to affirm the staff member’s fit for his/her position.

5. Encourage the staff member to prepare his/her own self-review, using any one or a combination of the three standard forms provided by HR, or by using a supplemental performance review questionnaire (see separate document).  It is the staff member’s choice to complete and share a self-review.

6. Supervisors, please note: your immediate supervisor needs to see your draft performance review before you show it to the staff member.  Your supervisor will provide comments or recommended edits on the draft.

7. Please use the university’s performance review form, version C (the version selected for use by Financial Services), and draft the written performance review.  Summaries of your conversations with the staff member through out the review period and the F&A semester report form can be used to help create a written performance review that is an accurate reflection of performance during the review period.

8. If you feel comfortable doing so, you may want to ask for feedback from staff in the form of the “How Am I Doing?” questions (or comparable form – see separate document).

9. After the first year, include a review of the staff member’s PDQ (position description questionnaire) in the performance review process.  Ask the staff member to take the lead in proposing updates to his/her PDQ.  Your role will be to review, edit, and accept the proposed changes as appropriate.

10. After your supervisor has reviewed the draft performance review, meet with the staff member to discuss it, his/her self-review, proposed changes to the PDQ, and the “How Am I Doing?” questions, if applicable. 

11. Give the staff member the opportunity to add her/his own comments to the performance review you prepared.  You and the staff member should sign it and then forward it to your supervisor for final signature.  Your supervisor will also approve changes to the PDQ.

12. Document distribution:  originals to HR, a copy in the staff member file maintained by the supervisor, and a copy to the staff person.  Submission of the self-review to HR is at the discretion of the staff person.
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