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Performance review cycle checklist

Use this alongside the guide. Updated October 14, 2026.

Decide the main purpose of reviews this cycle
Confirm the review cadence and calendar

Write two or three outcome measures for each role
Define each rating level with examples

Share the timeline and expectations with managers
Train managers on bias and writing specific feedback
Collect self-reviews before manager reviews
Require an example for every rating

Hold calibration meetings before ratings are final
Review rating patterns across groups and locations
Hold review conversations before pay conversations

Set goals and development plans for the next period
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Document underperformance specifically and consistently

Shopping for HR software?
Compare 20 platforms and request free quotes at www.hrtally.com/compare/
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