
Suggestions for Getting the Most Out of the Performance Management Process 
 

• Notify employee to download the SMAART goal documents provided by HR prior to 
your first performance planning meeting so they can be thinking about different goals 
they may have.  The supervisor should do the same! 

• Be honest—tell employees when they are not meeting your expectations, and help them 
come up with a plan to improve (resources can be found on our website) 

• Consult with HR if you are seriously considering terminating an employee for 
performance issues 

• Use your Google Calendar to your advantage.  Set it to repeat a reminder for you 
quarterly to meet with your employee (set it to repeat monthly, every 3 months, on the 
same day of the week). 

• Set an appointment with Employee about two weeks in advance of the meeting. [If for 
any reason Employee chooses to have another employee present at the meeting, federal 
law requires that Supervisor allow that to occur.] 

• Employee provides copy of his/her appraisal and PD credits to Supervisor one to two 
days in advance of the meeting time. 

• Supervisor prepares his/her portion of the appraisal first and then reviews the Employee’s 
appraisal to see if there are discrepancies. 

• Supervisor manes any necessary changes to appraisal prior to the meeting. 
• Review notes about Employee’s performance from throughout the year – not merely in 

the last few months. 
• Use notes to provide specific examples 
• Employee and Supervisor discuss the scores in the evaluation interview and add 

comments as appropriate. Each signs the form. [If Employee chooses, he/she may type a 
response to appraisal and give to Supervisor within a reasonable time frame (usually one 
to two days). 

• If Employee refuses to sign appraisal, Supervisor indicates that fact on the appraisal. 
• Supervisor provides Employee with signed copy of the form if he/she wants a copy. 
• Supervisor sends appraisal to Supervisor’s supervisor for signature. 
• Supervisor sends original copies of both Supervisor and Employee portions of the 

appraisal to HR for personnel file. Supervisor keeps copy for his/her file. 
 

 


