
Performance reviews are a proactive way to engage with your employees, clearly
communicate expectations, and acknowledge their hard work. When HR provides the
right framework for a performance review, it creates consistency across the organization
and equips managers with the right tools to perform individual assessments.

This checklist will help you evaluate your current performance review process, including
guidance for HR teams, managers, and employees.

How to Use This Template:
To use this template, click “Use Template,” and a copy of this doc will be added to your
Google Drive. Feel free to add or remove elements from this template to customize it to
your company's needs.

Tasks for HR
Determine objectives for both company-wide and individual performance and
development.
Review current evaluation processes and get feedback from stakeholders,
managers, and employees.
Assess overall company performance and note any trends in performance,
engagement, or need for additional resources or support.
Provide training resources to managers and employees on conducting effective
performance reviews.
Determine evaluation criteria and questionnaires for each role or department.

Optional
Prepare a Questionnaire for Managers: Managers can assess their leadership
skills and how they believe they impact their employees.
Prepare Employee Self-Assessments: This step encourages self-reflection and
gives employees a sense of ownership in the process.



Tasks for Managers

Before the Performance Review
Gather supporting documentation for how your direct reports performed
throughout the year. This should include the employee's successes, goals, and
areas for improvement.
Look over previous employee performance reviews to assess if follow-up is
needed on goals or growth areas.
Review each employee’s self-assessment (if applicable).
Fill out the performance review questionnaire, including:

Expectations for the role and any goals you plan to set.
The employee’s strengths and areas for improvement. (Be sure to include
actionable plans when providing feedback!)

Schedule a meeting with each of your employees, and notify them in advance of
the date, time, and location of the meeting.

During the Performance Review
Discuss any changes in performance since the last review. Start with positive
feedback before moving into constructive feedback or growth opportunities.
Set individual goals and expectations that align with organizational goals.
Discuss the employee’s personal career goals, including any areas in which they'd
like to improve, their career aspirations, and what tools they need to succeed.
Ask for input and feedback from the employee.

» Learn More: The 40+ Best Questions to Ask in a Performance Review

After the Performance Review
Modify the performance plan as needed.
Send a copy of the finalized evaluation to your HR department and the employee.
Follow up with the employee through consistent one-on-one meetings and
check-ins throughout the year.

» Learn More: 5 Common Employee Performance Review Mistakes (And How to Solve
Them)

https://www.bamboohr.com/blog/the-best-questions-to-ask-in-performance-reviews
https://www.bamboohr.com/blog/common-performance-review-mistakes
https://www.bamboohr.com/blog/common-performance-review-mistakes


Tasks for Employees

Before the Performance Review
Create a list of successes, professional goals, and areas for growth to share during
your review.
Complete a self-assessment form (if applicable).

During the Performance Review
Be prepared to receive feedback and ask questions for clarification.
Work together to create goals and objectives.
Discuss professional development opportunities such as training, mentorships, and
courses.

After the Performance Review
Reflect on the feedback and any plans for improvement.
Implement strategies for growth and development.
Regularly check in with your manager to track progress and make adjustments as
needed.

See BambooHR in Action

BambooHR® Performance Management makes it easier to help employees thrive. Our
short, targeted assessments sharpen your organization's focus on professional
development—and with custom questions, you can tailor the solution to your company's
needs. Learn more today!

“It’s so easy to complete performance
assessments with BambooHR—you get so much
data right at your fingertips. And now with Total
Rewards, it’s easier for staff to see at a glance
just how good our benefits actually are."

– Jacob Alsup, Director of Recruitment at
Community Counseling Center

https://www.bamboohr.com/customers/community-counseling-center

