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IDEA Considerations for Writing Performance Reviews
Performance reviews are a great way to put inclusion, diversity, equity, and accessibility (IDEA) into practice. Reviews written with IDEA in mind hold both employees and their managers accountable to measurable performance metrics and goals. They provide a space to discuss employee development, any supports required, and foster employee advancement. So, it’s essential these assessments be clear, objective, and as unbiased as possible.  
Use the information in this document to incorporate IDEA into your performance reviews. As you write your reviews, consider the following: 
Purpose of Feedback: What is the core message you aim to convey with any piece of feedback being delivered and will it really help the recipient? Reflect on the rationale behind each piece of feedback – it should ultimately revolve around the employee’s development and growth. Ensuring it serves a constructive purpose, rather than delivering feedback for feedback’s sake, brings IDEA to the forefront. 
Objective and Actionable Feedback: Are you guiding the employee towards improvements that are objective, actionable, and directly related to their role? Avoid feedback on things an employee cannot change, such as inherent personality traits. Focus on the quality of their work. 
Use Direct Examples: Can you cite specific instances or behaviours to illustrate your feedback? This approach is more effective and less prone to bias than using vague or potentially prejudiced adjectives. 
Consistency Across Identities and Reviews: Pause and reflect - would you make the same comment about someone with a different identity? This helps in ensuring that feedback is equitable and not influenced by unconscious biases. Audit your reviews for other employees to check yourself for patterns of bias and inconsistency in detail that may favour some employees over others.  
Support, Support, Support: As a manager, how are you supporting your employee in achieving their goals or job expectations? This is a question to ask yourself, but also to ask your employees. Remember that what a person needs for support can change, so check in regularly, especially if they are falling short of their objectives. 

By following these guidelines, you can create performance reviews that are both effective and respectful, promoting an inclusive and equitable workplace. Of course, performance reviews, especially when only done annually or biannually, are not a substitute for ongoing and timely feedback. By pairing formal reviews with other opportunities for giving and receiving feedback in the moment, you create open channels of communication and accountability.   


To learn more about equitable performance management, employee feedback, and the importance of equity at work, check out these resources:  
What is IDEA?
Understanding Inclusive Recruitment 
Performance review resources
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