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FORMATS for a constructive appraisal discussion 

Option A

	Steps
	Notes

	1. Introduction

· Put employee at ease

· Preview the discussion
	

	Repeat steps 2, 3 and 4 for each expectation
	

	2. Review the expectation

· Note how effectively it was met, focusing on perfor​mance over the past year

· Provide data or behavioral examples
	

	3. Discuss reasons for success or causes of problems

· Acknowledge successes to uncover strengths and keep employee engaged 

· Use a problem-solving approach to discuss performance issues
	

	4. Discuss development plans or corrective actions

· Be selective, concentrating on most important strengths or on most critical performance deficiencies

· Focus on the future

· Agree on actions to be taken   (if any)
	

	5. Summarize discussion

· Summarize performance pluses and minuses highlighted in discussion, explaining rationale for overall rating

· Summarize actions agreed upon and set follow up

· Express confidence in employee
	


Option B

	Steps
	Notes

	1. Introduction

· Put employee at ease

· Purpose: mutual discussion of how things are going
	

	2. Employee’s view

· How does employee view job and working environment? Any problems?

· Suggestions for changes, improvement?
	

	3. Supervisor’s view of employee’s performance

· Summary statement only

· Avoid comparisons to others
	

	4. Behaviors desirable to continue

· Mention one or two items only
	

	5. Opportunities for improvement

· No more than one or two items

· Do not present as “shortcomings”

· Keep it work related
	

	6. Future opportunities

· Employee with potential – Advancement possibilities? Tie in with agency’s workforce plan

· Steady performer – How to maintain engagement?

· Poor performer – Warning 
	

	7. Questions

· Any general concerns?

· Close on constructive, encouraging note
	


Option A
Based on Development Dimensions International’s material prepared for 
the State of North Carolina.

Option B
Based on Herbert H Meyer’s research on performance appraisal at 
General Electric.
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