 

Employee Performance Reviews

Responsibility 
1. Determine who is responsible for managing the performance review process. 

a. Who is responsible for scheduling the reviews? 

b. Who conducts the review? 

c. Who signs the original review form and where is it filed?  At what point in time is a new employee provided an initial performance review? 

d. Is the regional manager involved in the review process? 

e. Do employees have to remind their supervisors to conduct reviews? 

Practices  
1. Determine the review protocols used by the company. 

a. Is there a follow-up system for reviews not completed? 

b. Describe the paperwork completed for all employees. 

c. Which forms are used for non-exempt employees? 

d. Which forms are used for exempt employees? 

e. What information is provided to employees and Supervisors prior to the scheduled review? 

f. What other sources of performance data is collected before the review is conducted? 

g. What follow-up system do you have for reviews not completed? 

2. Examine 10% to 20% of the company’s employee files to determine the frequency of performance reviews. 

a. How often are other employees reviewed? 

b. Are the employees of certain supervisors reviewed at longer intervals than others?  Not at all? 
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