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	Summary:  Skip-Level Manager Reviews

	Best practices for conducting 

positive and productive 

Skip-Level Manager Reviews?
	· Communicate in Advance 

	
	· Prepare Well – Do Your Homework 

	
	· Focus on The Employee and How You Can Help

	
	· Take Good Notes & Provide Thoughtful Feedback

	WHY Conduct Skip-Level Manager Reviews?

	Great leaders know they might

 be the last to know, unless they are 

proactive at asking questions.
	· Ensure the Entire Team is Getting What They Need

	
	· Identify Areas for Additional Coaching and/or Recognition

	
	· Build Team Morale and Remain Connected & Approachable 

	WHO Should You Meet With?  Every employee that reports to your direct report. (Just skip a level)

	WHERE to Meet?

	· A Safe and Private Setting: (Praise in public, but always counsel in private.)

	· If you have an office, meet in your office with the door closed 

	· If no office, then schedule a conference room or other private setting at the workplace

	WHAT Do We Talk About?  Sample list of key questions provided below. 

	How Long?  Schedule 30 Minutes
	10 Mins to Discuss the Employee (E)
10 Mins to Discuss the Manager (M)
10 Mins on Career/Growth/Development (O)

	HOW Do I Prepare?

	Think About the Type of Feedback Needed for Assessing the Skills of Your Manager(s)

	· What Do Your Observations and Instincts Say You Need to Check On?  How Can I make employee’s feel at ease about providing good information and specific examples that support their concerns?   Position the conversation by saying, “It’s important to me that all of our employees are getting the leadership and support they need to learn and grow in their role. Our time today will be focused on discussing ideas about how I, your manager, and the company can improve in the areas of leadership, performance management and teamwork.”

	· Key Points to Clarify!  Employee feedback will be strictly confidential, unless he/she agrees otherwise.  Information obtained through the skip-level manager review process will be assessed in combination with all employee reviews.  General feedback will be shared with the manager without attributing specific comments to individuals.  The purpose of this exercise is to identify as many positive things going on as there is areas that might require additional coaching.  

	· Consider the Source of the Feedback.  It’s important to keep an open mind, as there are always two sides to every story. Take time to consult your HR rep. or review the employee’s file prior to visiting with them to see if there are any underlying issues that might get in the way of open and honest sharing.  

	What Questions Should I Ask?

	(E) Tell me about what you’ve been working on?
	(M) How often do you meet 1 on 1 with your Manager?

	(E) Are you on track to meet your goals?
	(M) Describe a typical 1 on 1 conversation.

	(E) What do you enjoy most about your job? 
	(M) Do you feel supported by your Manager? How?

	(E) What do you like least about your job?
	(M) Does the Manager communicate effectively?

	(E) What can I do to better support the team?
	(M) Does he/she address issues in a timely manner?

	(M) Describe the Manager’s leadership style?
	(O) Where do you see yourself in the next 2-3 years?

	(M) What specifically does the Manager do well?
	(O) What are you doing now to prepare for that?

	(M) What could he/she do better or differently?
	(O) Share ideas to help the employee to learn/grow.


	Skip-Level Manager Review

	Team Member:
	Date: 

	Department:

	

	Employee Notes: (1st 10 minutes)

	

	

	

	

	

	

	Manager Notes: (2nd 10 minutes)

	

	

	

	

	

	

	Other Notes & Observations: 

	

	

	

	

	

	

	Questions to Ask:

	(E) Tell me about what you’ve been working on?
	(M) How often do you meet 1 on 1 with your Manager?

	(E) Are you on track to meet your goals?
	(M) Describe a typical 1 on 1 conversation.

	(E) What do you enjoy most about your job? 
	(M) Do you feel supported by your Manager? How?

	(E) What do you like least about your job?
	(M) Does the Manager communicate effectively?

	(E) What can I do to better support the team?
	(M) Does he/she address issues in a timely manner?

	(M) Describe the Manager’s leadership style?
	(O) Where do you see yourself in the next 2-3 years?

	(M) What specifically does the Manager do well?
	(O) What are you doing now to prepare for that?

	(M) What could he/she do better or differently?
	(O) Share ideas to help the employee to learn/grow.


	Skip-Level Manager Feedback Discussion

	Manager Name:
	Dept: 

	Supervisor Name:
	Date:

	

	Areas of Strengths:

	

	

	

	

	

	

	

	Suggestions for Improvement:

	

	

	

	

	

	

	

	Overall Comments / Action Plan (If applicable) 

	

	

	

	

	

	

	

	Manager Signature:
	Date: 

	Supervisor Signature:
	Date:
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