Using a Supplemental Questionnaire
During a Performance Review

Inviting a staff member to respond to a few thoughtful, supplemental questions can create a more engaging review and can give you valuable information about the staff member’s performance and morale. 
Some guidelines for asking the staff member to complete a review questionnaire:

· Good questionnaires cover the future as well as the past.

· Before asking the questions, ask yourself if you’re prepared to hear the answers, whatever they may be.
· Give the staff member enough advance notice to think about the questions and respond in writing if she/he wishes to do so.  
· Let the staff member know how the resulting information will be used. 

· Begin the conversation with an open-ended question, such as “What was it like to respond to these questions as part of your annual review?” or “Which question(s) did you find most helpful in thinking about your role here?”  Let the staff member guide the discussion.
· If you need to ask clarifying questions, do so without probing or appearing to defend yourself against the staff member’s comments.  This is a time to listen, not to explain your position.
· Thank the staff member for completing the questionnaire—and then do what you can to meet any needs identified.  If you can’t meet them, say so—but don’t let the person’s responses just “fade away.” They’ll be less likely to respond the next time around.
Sample Questions:
Questions About Staff Member’s Work
What do you see as your most important work responsibilities?

What do you enjoy most about your work?

What do you find the most challenging?  Are there any aspects of your job that you find confusing or frustrating?
Is there anything you would like to change about your job, or the way you perform it?

Questions About Past Performance
How has your job changed or evolved during the past year?

What is the most interesting thing you’ve learned during the past year?

Of your many accomplishments during the past year, which make you the most proud?

How would you evaluate your success in realizing your top priorities during the past academic year?
Questions About Future Goals, Priorities and Interests
What are your top three priorities for the coming year?
How do these goals relate to our department’s strategic goals of ________________?
What would you like to improve on in the coming year?

How will you evaluate your success in meeting your goals for next year? [or How will you know when you’ve succeeded in meeting your goals for next year?]
Will achievement of your goals require additional education or training? If so, what?

Questions About Work Process, Resources and Relationships
Do you have the equipment/resources/staffing that you need to do your best work?

Do you get the information that you need to do your best work?

Who in the university community do you need to spend more time with in the coming year? Why?

What is your biggest challenge in working with other departments? Within this department?  This division?  

How effective are department staff or division meetings?

Are there other regular meetings (individual or group) for which you see a need?
How can your department director support you in doing your best work?

Questions About Supervisor Effectiveness
If you do the following things more or better, it would help me to increase my effectiveness:
If you do the following things less, or stop doing them, it would help me to increase my effectiveness:
The following things which you have been doing help to increase my effectiveness, and I hope you will continue to do them:

Fill-in-the-Blank Questions
If I could change one thing about University of Puget Sound, it would be:
A friend asks you, “What do you do at UPS? What is it like to work there?” You say: 

My best day at work goes something like this:

I’d also like to talk about:
What question haven’t I asked that I should be asking?

Our thanks to Gayle McIntosh and Kim McDowell for sharing their tried-and-true review questionnaires.  We know there are others out there—if you’d like to share yours, please send it in an electronic format to trainme@ups.edu. 
For Staff Performance Review instructions and forms, visit www.ups.edu/humanresources/forms-directory.htm and click on “Staff Performance Review and Development.”
