PERFORMANCE REVIEW - Flowchart

Schedule performance review meeting

v

Send employee self-review form for
completion and return to reviewing manager
at least 3 days before the meeting

l

Hold performance review meeting to discuss
employee performance against objectives

l

Review employee strengths and areas for
improvement

!

Agree SMART objectives for
next year

l

Establish development plan

l

Capture all information on
performance review form

l

Employee and manager to sign
form and place on file

l

Agree date for mid-year review
meeting
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