Annual Performance Partnership Review Process

Below is a suggested set of steps to successfully complete formal documentation of the Performance
Partnership Process. This recommended flow will provide an opportunity for an effective conversation
between supervisor and staff regarding expectations, goals, and performance.

Who?: Staff and Supervisor
When?: Any time after January 1°
What?: Initial conversation to discuss:
*What tools/forms you will use
*"Who will complete which form
= Agree to deadlines for completion
Who?: Staff
What?: Complete Self-Assessment Form
Send copy to supervisor
Who?: Supervisor
What?: First draft of performance review form

Refer to completed Self-Assessment Form

=

Who?: Staff and Supervisor

What?: Second conversation to discuss:
"First draft of the performance review
form and staff’s Self-Assessment Form

Who?: Staff and Supervisor

What?: Finalize performance review form

Who?: Supervisor, Staff and 1 Level above

supervisor
What?: Sign and date form

Make copies for both staff and supervisor
Send original to HR by the first
Friday in June




