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Conducting Successful Performance                                                      
Reviews and Employee Evaluations

To keep your business running smoothly and moving forward in a positive 
direction, it is important to regularly check in with each member of your team 
to both give and receive feedback on their performance and overall satisfaction. 
Here are some key objectives to keep in mind when conducting these meetings.

1. Set up a schedule and meet with everyone within a given time frame (i.e. - 
every Tuesday at 4 pm over 6 weeks)

2. Be clear ahead of time about the purpose of the meeting and what will be 
covered

3. Use the same criteria to evaluate all employees for consistency 

4. If using the Self Evaluation, give it out ahead of time for completion prior to 
the meeting

5. If a follow up meeting is required, schedule it before ending the initial meeting

6. Be sure to end on a positive note and include action items to be worked on 
before the next review

7. Determine how often you'll be reviewing performance and pick the month(s) 
ahead of time - post for all to see and sign up

8. Be prepared to talk about money. Even if you don't want to tie raises into 
performance reviews, be prepared to talk about money - it's going to come up. :)

9. If you know you're going to have to have a tough conversation, try taking a 
walk instead of having a sit down meeting in your office. 

Click or Copy and Paste the link to read my blog post -  "Try Taking A Walk"

https://thefullcirclebusiness.net/need-to-have-a-difficult-conversation-try-taking-a-walk/

Disclaimer: Please consult an HR professional for specific guidelines and suggestions for
conducting performance reviews in your particular city and state. The Full Circle Business is
not to be held liable for any issues, legal or otherwise, that result from using this packet.


