Pre-Performance Evaluation Worksheet

To:________________________________________________ Date:______________________

                                            Employee

From: ______________________________________________

                                            Supervisor

Our performance and development review meeting has been scheduled for:

__________________________________ on ___________________________

                                        Time                                                                  Date

Because I want this to be a two-way discussion, please list some specific items you would like to discuss. 

Please attach a separate sheet if you need more room for your answers.  I would appreciate having this back

Several days before our meeting so I can obtain any additional information that might be helpful in our 

discussion.  

1.  List your major accomplishments for the past year.

2.  List any areas in which you wish you had done better or more in the past year.

3.  What do you think your major goals should be for the next year?

4.  What do you need in order to meet these goals?

5.  In what areas do you need or want to make improvements next year?

6.  What do you need to accomplish those improvements?

7.  What barriers do you regularly encounter that prevent you from doing the best job possible?

8.   Do you have any questions about your job description or job duties?

9.  Do you think your abilities are being fully used?  If not, please explain.

10. Do you understand how your job relates to departmental and University goals?

11. What do you believe are the most significant accomplishments of this department in the past year?

12. What ideas do you have to improve office operations?

13. What other areas do you wish to discuss?

