Supervisor Guidelines for Writing Reviews
___________________________________________________________

To successfully document your employee’s performance in writing the review, we encourage you to use the following guidelines:

1) First, remember that the performance review is a legal document with your name on it!

What you write on the Review Form says a lot about the thought you put into it, and your level of professionalism.  It is as much a reflection of you as it is your employees.

2) Be consistent and fair.  Apply the same performance criteria to all of your employees.

The key to rating performance is differentiating the high performers from those who provide less of a contribution.  If you use the same criteria for performance, you will be able to do this fairly.  It is very important not to compare employees to each other on the review Form or during your discussion.  

3) Be clear and specific in your writing.

Read the review from an outsider's perspective.  After you have written the review, take a step back and reread it as though you do not know the person.  Ask yourself the following questions:

a) Do my comments match my ratings? 

b) Have I provided enough detail to support both my positive and constructive comments? 

If the review might appear unfair to someone who doesn’t know the employee, you need to rethink what you've written and add more detail.

4) Remember to look at performance for the entire review period (and recent performance if significantly different).

A yearly review is exactly that, a review for the year. In other words, you are looking at results and behaviors for this past year.  Therefore, you should not solely focus on what has happened in recent months.  

5) Review the behavior – not the person. 

Your feedback needs to be tied to performance measures, not an individual's personality.  Saying that someone "has a bad attitude" or that they are "not a team player" is not an effective statement to change performance.  It may upset your employee without giving them any real guidance on how to improve.  Ask yourself the following questions:

a) What actions took place that made me feel that they have a bad attitude? 

b) What specific things do they need to improve upon to be a team player in the store? 

Do not leave them to interpret what it is that you want them to do.

6) Document patterns of behavior.

The yearly review should include patterns of behavior that you have seen repeated throughout the review period, backed up with specific examples of where you have seen those behaviors as well as the outcomes of those behaviors.

7) Be honest. 

Of course, this doesn't mean that you should be rude - but be direct.  Explain what you want to happen versus what is happening. Make your expectations clear.
