PREPARING FOR THE PERFORMANCE REVIEW DISCUSSION

Following is a list of questions that you could work through in order to ensure that you are
fully prepared to actively contribute to your review discussion:

	Results Delivered

	Review your Key Performance Areas (KPA’s), objectives and SMART measures (including  due dates):

	• How have I performed in each of the Key Performance Areas? Note specific accomplishments and results that were achieved.

…………………………………………………………………………………..

…………………………………………………………………………………..

…………………………………………………………………………………..

…………………………………………………………………………………..

	Value Added

	• How have I contributed to the achievement of my department’s performance goals?

…………………………………………………………………………………..

…………………………………………………………………………………..

………………………………………………………………………………….


	Performance Gaps

	• What performance results/targets did I not achieve?

…………………………………………………………………………………..

…………………………………………………………………………………..

…………………………………………………………………………………..

	• What affected my performance negatively? Consider factors within & outside of your control.

…………………………………………………………………………………..

…………………………………………………………………………………..

…………………………………………………………………………………..



	• What could I have done differently to improve my performance & the results that were achieved?

…………………………………………………………………………………..

…………………………………………………………………………………..

…………………………………………………………………………………..

	Skills Development Areas

	• What competencies [skill/knowledge/behaviours] do I need to develop in order to improve my performance?

…………………………………………………………………………………..

…………………………………………………………………………………..

………………………………………………………………………………….

	Performance Goals

	• What are my performance priorities for the next 6 months?

…………………………………………………………………………………..

…………………………………………………………………………………..

…………………………………………………………………………………..

	• What changes should be made to my KPA’s, objectives or SMART measures?

…………………………………………………………………………………..

…………………………………………………………………………………..

…………………………………………………………………………………..

	Manager / Team Support

	• What support would I need from my manager / team to accomplish my goals?

…………………………………………………………………………………..

…………………………………………………………………………………..

……………………………………………………………………………….


