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Supervisor Checklist – annual review and planning meeting

	Progress towards performance and development goals, achievement indicators and KPIs
	Focus attention
	Conversation starters
	Discussion points
	Indicate if relevant:

· Probation

· Paid outside work

· Unpaid outside work

· External service

· Conflict of interest

· Unsatisfactory performance 
· Other

	Acknowledge and recognise 


	Outcomes


	Congratulations on achieving…
	

	
	Efforts


	I can see that you are investing significant effort into …
	

	
	Behaviours


	Thank you for saying/doing … 
	

	Discuss and problem solve
	Barriers


	Talk to me about any obstacles or barriers you are facing…
	

	
	Shortfalls


	There appears to be a shortfall here.  Can you help me to understand how we can reach the KPI…
	

	
	Opportunities


	I can see some opportunities to support you/ help you to meet your objectives.  What would you say to…
	

	Agree on actions


	Re-align effort


	I would like you to consider putting more of your effort into…
	

	
	Adjust goals or objectives
	I have thought more about your goals in the context of your progress and I think we need to adjust…
	

	
	Other


	Is there any support you would like from me to help you achieve your goals…
	


Tips for feedback and performance conversations:

· emphasise performance and development strengths

· be knowledgeable about the performance you are discussing: prepare beforehand 

· be fair and accurate: base your comments on fact

· it’s your role to help the staff member to develop and be effective: make constructive suggestions

· help the staff member to find solutions to problems at work

· talk about any difficult matters while issues are still small: don’t wait until things escalate

· listen carefully to what is said so that you can be responsive

· keep comments objective: rather than focus on weakness, be forward looking and focus on opportunity

· clarity of expectation is important: use the opportunity to re-align effort or adjust goals, and don’t change expectations too frequently
· refer to academic performance standards when discussing goals and achievements
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