Tips for Writing an Effective Assessment 
(aka Employee Development Plan)
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Before you begin each employee’s assessment form, it is a good idea to review:While you are writing assessments, employees can do their part as well.  Ask each employee to prepare their own goals and thoughts on professional development.

· The assessment from the previous year
· The employee’s accomplishments against goals from prior assessment
· 360◦ feedback forms
· Any corrective action documentation that might have occurred
· Notes and other documentation you have for this employee 
· Well-written and poorly written assessment examples (on next pages)
During
While you complete each assessment form, ask yourself these questions:
· Do the employee’s accomplishments reflect his/her current position?  
· Are the accomplishments beyond your expectations?  Are they consistent with the expectations you set last year? 
· What is his/her peers/clients perspective (from 360◦ forms); what comments or ratings will you discuss during the assessment meeting?
· Is it time to review promotional opportunities?  
· Are you reviewing against the goals and objectives from the previous year?
· Were any performance issues corrected to your satisfaction?
· What accomplishments would you like to see this employee have next year?  Do they fit the division, department, and business strategies?  Can they be written as goals?
· How would you like to see this employee grow professionally (short term and long term)? 
After
Once the ratings and comments are complete, review the document and ask yourself the following questions:
· Do the ratings and feedback truly reflect your view of the person’s position within the matrix?  Distribution of the ratings should be linked to the matrix.  
· Did you rate this employee with the same criteria you rated (or will rate) other employees? 
· Are your comments consistent with the rankings?  Don’t send mixed messages.  

For example, a comment that says, “Keeps team members well informed” combined with a rating of ‘4’ (some skill, not strength) in the ‘Communication’ category is inconsistent.
· Did you incorporate peer and client feedback from the 360◦ forms?  Will you be able to differentiate this feedback from your own when discussing the assessment with the employee?
· Did you suggest goals in the SMART format?  What barriers will employees have to overcome?
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from potential to performance




