Staff* MID-CyCLE Informal Review
The purpose of a Mid-Cycle Informal Review is to see where the employees’ have improved, what they are doing well, and what areas need improvement.  This is a non-disciplinary process.  The goal of a Mid-Cycle Informal Review is to help facilitate both parties experience productive and informed 2-way communication.
	Employee Name:
	     

	Date of Last Performance Review

	Job Title:
	     
	     

	Date Prepared:
	     
	Date Job Description & Standards were last updated and shared:

	Date Mid-Cycle Review 
was shared with employee:
	     
	     


	Specific Areas to be Improved
	Actions to be Taken to Improve Performance
(Employee and Supervisor)
	Timeframe for Improvement
(2 weeks – 60 days)
	Frequency of Follow Up and/or Dates
	Examples/Documentation of Improvement 
(Employee and  Supervisor)
	Progress Achieved  (Y/N)

	Job Knowledge & Skills:
Start

Stop
Continue     

	Employee


Supervisor
	     
	     
	     
	     


	Work Results:

Start

Stop
Continue      

	Employee


Supervisor      

	     
	     
	     
	     


	Communication:
Start

Stop
Continue      

	Employee


Supervisor      
	     
	     
	     
	     


	Initiative & Problem Solving:

Start

Stop
Continue

	Employee


Supervisor
	     
	     
	     
	     


	Interpersonal Relations:
Start

Stop
Continue

	Employee


Supervisor
	     
	     
	     
	     

	Work Habits:
Start

Stop
Continue


	Employee


Supervisor
	
	
	
	

	Supervision (role related):
Start

Stop
Continue


	Employee


Supervisor
	
	
	
	


*Denotes AFSCME, Nurses and Police/Security to align with job factors found in the Employee Performance Review
Informal Mid-Cycle Review Meeting Comments:

