MID-YEAR REVIEW CHECKLIST
Non-Supervisory, Non-Bargaining Unit Employees, Supervisors, Managers, 

and Library Employees in Positions Covered by AFSCME LOCAL 2477 
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Employee Name:
Appraisal Period: (mm/dd/yyyy-mm/dd/yyyy)
Position Title/Series/Grade:
Position Description Number:



Supervisor Name/Title:

Instructions:  The Mid-year Review (MYR) Checklist should be used to guide the supervisor/employee discussion of the level of the employee’s performance and achievement during the first six months of the appraisal period. Supervisors and employees should review performance requirements and expectations for results prior to the meeting. Also, supervisors should update unit priorities as needed and provide input on the employee’s Individual Development Plan (IDP).
	· 
	Progress Review Discussion Items
	Comments

(as needed)

	
	1. How the employee’s work helps the Unit meet or exceed its goals

	

	
	2. Results achieved during the first 6 months of the appraisal period

	

	
	3. Unit priorities that have changed, if any

	

	
	4. How established performance requirements are working to effectively measure performance and adjusting requirements as needed

	

	
	5. Status of assignments with due dates

	

	
	6. What the supervisor and/or employee can do to minimize challenges or barriers to achieving results

	

	
	7. Opportunities that will aid in the development and use of new and/or enhanced skills

	

	
	8. Additional Discussion Items (optional):


	

	Supervisor Use Only

	Yes/No
	The employee’s overall level of performance is on track to meet or exceed expectations for the annual appraisal period.
	

	Yes/No
	The employee’s overall level of performance is in need of significant improvement to meet expectations for the annual appraisal period. If yes, contact the HCD/Employee Relations Section at kytr@loc.gov for additional guidance.
	

	Employee Signature:

(Signature indicates that the supervisor/employee have discussed the above review)
	Date:

	Supervisor Signature:
(Signature indicates that the supervisor/employee have discussed the above review)
	Date:

	Review/Authorizing Signature (If applicable):
(Signature indicates review and agreement with the above review)
	Date:


Input the MYR as “Interim” into EmpowHR and upload to Confluence (PMR) by the established timeframe so the document can be included in the Human Capital Directorate monthly service unit compliance report. For instructions on how to enter performance data into EmpowHR and upload documents in the PMR go to http://www.loc.gov/staff/cld/workforce-performance/index.html.
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