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Stage One: Preparation

 Plan adequate time to gather information from key sources and to draft input for the
evaluation.

 Notify the employee of the upcoming evaluation and request input on performance related
expectations. Provide a reasonable timeline for the employee to respond.

 Schedule adequate time for the meeting.

 Schedule a location that will allow for privacy, no interruptions, and comfortable seating.

 Review mutually understood expectations with respect to job duties, projects, goals,
standards and any other predetermined performance factors.

 Observe job performance, gather tangible data, and/or gather input from key sources to
measure against expectations.

 Review the employee’s background, which includes skills, work experience, and
professional development.

 Identify employee performance strengths and improvement needs based on accumulated
specific, unbiased documentation.

 Draft the evaluation and ideas for work assignments, projects, goals, and development for
the next evaluation cycle.

 Avoid pitfalls, such as:

 Relying on memory instead of documentation

 Being overly influenced by one incident or one source

 Rating on expectations not previously established or for which there is no good way to
document performance

 Placing excessive weight on traits, personality, or attitude rather than performance
outcomes

 Biases, prejudice, or discrimination unrelated to the worker

 Expecting employees to think and act like you, or favoring those who do

 Determine your approach for the evaluation meeting.

 Prepare copies of any materials to be shared with the employee. Optional: Share the draft
with the employee a day or two before the meeting so the employee can review it and
identify discussion items.
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Stage Two: Conducting the Performance Evaluation Meeting

 Arrive at the meeting location a few minutes early, arrange the room if needed.

 Start on time.

 Create an open, friendly, professional atmosphere by:

 Welcoming the employee

 Reviewing the purpose of the meeting

 Emphasizing the meeting is intended to be a mutual exchange

 Use a variety of questioning techniques to gather employee input, clarify ideas and
understanding, problem solve, and develop plans.

 Focus on job performance and related factors by:

 Encouraging the employee to share information she or he has prepared.

 Discussing employee strengths, accomplishments, and improvement needs related
to previously defined expectations.

 Giving concrete information for each point discussed.

 Asking the employee for input about assignments, projects, goals, and development
plans for the next evaluation cycle before making suggestions.

 Close the meeting by:

 Summarizing plans for the next cycle.

 Identifying employee and supervisor responsibilities for follow-up.

 Confirming your support for the employee.

 Thanking the employee for input and participation.

 Signing the evaluation (both you and the employee).

Stage Three: Completing the Process

 After you and your employee sign you may need to review your evaluation with your
Dean. We recommend this be done in person. When you are through, deliver to MCC
HR in an envelope marked confidential. Do not put in campus mail.

 MCC HR will circulate for signatures, provide employee and supervisor copies, and will
send original to District for employee's official file.

 Schedule follow-up meetings with employee or other parties if needed.
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