
How to…. 
prepare for a 
performance review

A GUIDE FOR MANAGERS

Performance reviews are an important part of any performance management process. 
They are a chance for managers and employees to take a step back from day-to-day tasks, 
assess progress and agree on next steps. They are like sign posts on a journey that show 
employees where they are now and where they are going.

Get this process wrong and employees can become derailed, unclear about where they are 
heading or lacking the motivation to reach their next destination.

This guide is designed to help managers prepare as effectively as possible for their 
performance reviews, so they provide employees with what they need to perform to the 
best of their abilities, aligning them with the goals of the organisation and supporting their 
successful development.



• Do this at least a few weeks in advance, so you both have time to  
prepare properly.

• Find a time that works for both you and your employee – if possible, have a gap 
between the review and your previous meeting to give you a buffer in case  
of overruns.

• Avoid the first thing in the morning or the end of the day, so neither of you are 
rushing to get there or anxious to get away.

• Agree on a location where you both feel comfortable and able to talk freely.

• If you are holding the review virtually, find a place that is quiet and private.

• Look at the objectives that were set following the last review and assess how well 
the employee has delivered against these.

• Look at the whole period, not just the most recent events.

• If some objectives have not been met, investigate why this might be the case.

• If all objectives have been met, consider whether they were challenging enough.

• Ask for feedback from those who worked closely with the employee over the 
review period.

• Try and get a range of views from people in different departments and different 
levels of seniority.

• If they work with external companies or agencies, seek feedback from those they 
work closely with in these organisations.

• Encourage people to be constructive in their feedback; if the employee 
performed well, ask them to detail the behaviours that drove that success, if 
there were issues, what could they have done better.

SET AN APPROPRIATE TIME AND DATE

REVIEW YOUR EMPLOYEE’S PERFORMANCE AGAINST THEIR OBJECTIVES

SEEK INPUT FROM COLLEAGUES/PEERS 

Preparation for you (Manager)



• Think about whether the employee’s performance has improved or declined over 
the period.

• What evidence can you find to support your opinion?

• Ensure you are clear about the objectives for the business and your department.

• Consider how these relate to your employee and how they could contribute to 
achieving them.

• Is there scope for them to progress in their current role?

• Are they ready for more responsibility or a different challenge?

• Review previous career conversations you might have had.

• Explore what relevant opportunities might be on offer or coming up in your 
organisation that could be of interest to the employee.

ASSESS THEIR TRAJECTORY

THINK ABOUT NEW OBJECTIVES

REVIEW DEVELOPMENT OPPORTUNITIES

“Taking the time to prepare for an effective 
performance review is time well-spent. This guide 
gives a great structure to ensure it’ll be an informed, 
balanced and thoughtful performance review 
conversation, which after all is what managers hope 
for and employees crave.”

Amira Kohler
Director of Performance and Change at Appraisd

https://www.linkedin.com/in/amirakohler/


Just as it’s important that you take time to prepare for the meeting, your employee should do the same. 
When you set the date for the review, also ask your employee to complete a self-assessment on how they 
rate their own performance. This assessment should cover: 
 

• How well they have met their objectives

• What activities they have completed to further their own development

• How well they think they’ve contributed to the team and supported colleagues

• Any activity outside of work that help them to grow as an individual, for example 
volunteering or learning a new skill

• What they would like to achieve before the next review and how they would like 
their career to develop 

 
The purpose of this process is to help the employee think about everything they have achieved since the 
last review and consider their performance in the broadest sense. When completing their assessment, 
employees should be: 
 

• Positive – this is an opportunity to shape their development

• Honest – the review will be more valuable if they are truthful and realistic

• Open – be ready for a frank, constructive discussion

• Collaborative – this is a two-way process that requires input from both 
employees and managers

• Constructive – focus on their development, avoid being negative or critical  
of others 

Considered, fair and careful preparation by both you and your employee is the key to a successful review. 
Putting the groundwork in beforehand really will be time well spent.

Now you are fully prepared, check out our How to... conduct an effective performance review guide to 
make sure it runs smoothly.

Preparation for your employee

If you are considering a new performance management system or looking to 
change your existing one, talk to one of our experts.
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Talk to an expert

https://www.appraisd.com/guide/how-to-conduct-an-effective-performance-review
https://www.appraisd.com/lets-talk
https://twitter.com/appraisd
https://www.linkedin.com/company/appraisd/
https://www.youtube.com/channel/UCQbk1PNQtnGMxi7PMu3XzCg
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