Monitoring Performance Job Aid

	Monitoring Methods

	There are many ways to monitor the employee's performance, but the most frequently used is periodic, direct observation or "management by walking around."  Other methods you can use include gathering information by: 


	

	· Asking for and reviewing customer compliments/complaints
	

	
	

	· Seeking feedback from coworkers, peers, or other supervisors
	

	
	

	· Reviewing logs and/or activity reports
	

	
	

	· Reviewing the employee's work or records
	

	
	

	What to Collect

	To obtain fair work examples that collectively are not biased in either a high or low direction for the entire review period, determine if you are collecting . . . 

	

	· A representative sample (you won’t get everything) of the overall work?
	

	
	

	· Information on both typically slow and busy days?
	

	
	

	· Data for important projects and for routine ones?
	

	
	

	· Examples of work at all times of the day?
	

	
	

	· Information representing all of the employee’s elements and standards?
	

	
	

	· Input from your employees regarding his or her own performance?
	

	
	

	· Data on all your employees, not just those performing unsatisfactorily?
	

	
	

	· Work samples consistently for all your employees?
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