Staff Review 2007
Short Form Instructions

The Sections

There are THREE sections in the Support Staff Review form.

· Section 1: Some Practical Observations
Provides your supervisor the opportunity to offer observations regarding your performance in 5 basic areas. 

· Section 2: Other Achievements or Opportunities for Improvement
You may have experienced some really positive things or you may have run into problems or challenges this year. Section 2 lets you tell those stories.

· Section 3: Affirmations & Recommendations
Provides your supervisor the opportunity to affirm positive contributions and achievements in this year’s work experience and to make recommendations for changes or improvements to be implemented in the coming year.

The Process

The review form is designed to be partially completed by you AND your supervisor before your review meeting actually takes place. 

1. You will begin the process by responding to, the two columns in Section 2: OTHER ACHIEVEMENTS OR OPPORTUNITIES FOR IMPROVEMENT.

2. As you complete your responses, be sure to SAVE the form. (If you opened the file directly from the Outlook attachment, DO NOT use the SAVE command -- use the SAVE AS command so you will be able to find the saved document later.)

3. When you have completed and saved the form, email a copy of the form, complete with your responses to Section 2, to your supervisor. 

4. The supervising staff member will then complete 
- Section 1: SOME PRACTICAL OBSERVATIONS, and 
- Section 3: AFFIRMATIONS & RECOMMENDATIONS. 
When those sections are complete, the supervisor will print a copy of the completed form and schedule a Review Conference with you to talk about the comments on the form. If any additions or changes are made to the form during the conference, they should be included (handwritten is fine) before the form is signed by both staff members.

5. The completed signed copy is to be turned in to Ken Warren’s office by 5:00 p.m. Friday, September 7.  This is the only copy of the form that Ken will receive. IT IS NOT NECESSARY to email a copy of the Word form to Ken.
The Schedule

STEP 1 - Monday • July 9
You should receive your personalized review form by email on or before July 9. When you receive your form, begin completing Section 2. If you do not receive your form by the end of the day July 9, contact Ken Warren or Debbie Fisher right away. 

STEP 2

Email a copy of your Review Form to your supervisor as soon as you have completed 
Section 2. 

Supervising staff members, begin completing Section 1 & 3, and schedule a Review Conference with each staff member as soon as you begin receiving their forms.

STEP 3 - Friday • September 7
All review conferences should be complete, and all signed Review Forms should be in Ken Warren’s office by 5:00 p.m. Friday, September 7.
