
 
 
 

The performance review meeting is a formal meeting 
based upon the informal conversations that has 
happened throughout the year. The purpose of the 
performance review process is to align individual 
employee goals with departmental and company goals. It 
links what an employee is doing on a day-to-day basis 
with the company’s long-term strategic goals. 

 

A successful performance review should be a 
conversation between both the manager and the 
employee.  While many times employees are nervous 
about what reviews might say about their work, it should 
really be focused on how both parties can be better in 
the year ahead. 

No one should go to a performance review meeting 
without already knowing about their performance. 
Managers are responsible for informing employees the 
program/department performance standard. They should 
also be providing regular coaching and feedback to the 
employees regarding their performance. So, the meeting 
shouldn’t be a surprise. 

The meeting should be productive and produce 
outcomes that benefit both the employee and the 
company. This means a meaningful, reflective 
conversation together.  
 
You'll want to pay close attention to how you phrase 

your reviews. Don’t just limit the feedback you provide 
to your own. Solicit feedback from colleagues who have 
worked closely with the employee. This includes 
obtaining feedback from other managers, coworkers, and 
any reporting staff. This will be used to broaden the 
performance information that you provide for the 
employee. 

You need to treat each annual review like any other 
important meeting and set aside some prep time. If you 
throw things together last minute, you’ll end up having a 
much less productive discussion. Plus, obviously rushed 
answers, or even content copied over from a previous 
review, sends a message that that person’s professional 
growth is unimportant to you. 

To make the meeting as useful as possible, I recommend 
giving yourself enough time—probably a few weeks—to 
write and rewrite the documentation so that what you 
provide is polished. It is also important to create an 
outline of the main topics and points you’d like to 
address. 
 
Always end performance reviews on a positive note. 
Encouraging your employees and letting them know you 
appreciate what they do for the company gives an added 
boost to a primarily good review, or lifts your 
employee's spirits after a somewhat negative evaluation. 

Positive reinforcement can go a long way in giving 
employees the confidence and drive they need to 
perform their jobs even better. 
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