
 

 

Tips for Reviewers to Prepare a Consolidated Review 
 

 We all have an infinite number of things that we could do better.  To learn 
about a plethora of these at any time would not be all that helpful. It is not 
appropriate to include every single stakeholder input on the review.  To do 
so we would be overwhelming and irresponsible.  The reviewer’s job is to 
cull the input down to the top few things that we want to share with the 
reviewee at this time.  The appraisal process generates a lot of input that is 
winnowed down and then shared with a management peer group in order to 
be sure we communicate the right few things to each employee about how 
they are doing and on what they should next focus.  Other interesting or 
useful points may be included, but the top one, two, or three points are the 
ones this process really needs to get right. 

 

 Concentrate on output, not input.  Employees may put in many hours, but it is 
output, not input, that is important at [Organization]. 

 

 It is critical to this process that confidentiality be preserved.  Who shared 
what information across stakeholders and during the appraisal review 
meeting must be kept in confidence. 

 

 We do not keep the detailed input on file and it is not appropriate to do so.  
We need to retain only the final assessment that has been through the full 
process and shared with the employee. 

 

 Be straightforward and open when preparing and administering the 
appraisal; do not be overbearing or cruel. 

 

 Be specific.  A glowing recommendation means nothing without proof to back 
it up. 

 

 Keep notes throughout the year to use when it comes time for the appraisal. 
 

 Collect and turn-in tips and guidance to be added to this list for next time. 


