THE PERFORMANCE MACHINE  ·  ONLINE TOOLKIT
First-Review Starter Kit
Curated bundle · for the first-year employee
Not new content. The smallest set of tools that gets an early-career employee through their first review season, with the rest of the toolkit waiting when they need it.
What's in the kit
1. Your-Own-Record Kit (Ch15): start the career file now, even mid-year. Fifteen minutes a week. By review season you'll have a record instead of a memory.
1. The self-reflection matrix (inside the Your-Own-Record Kit): fill it before you write the self-review. It does the thinking the blank page won't.
1. Receiving-Your-Review Kit (Ch14): the five questions to ask in the room, and the unfair-review playbook if you need it.
The first-year sequence
1. Now: open the career file. Log outcomes, problems solved, feedback received, skills built.
1. Two weeks before the review: fill the self-reflection matrix; draft the self-review from your file, not your memory.
1. In the room: ask the five questions; write the answers down.
1. After: one-hour quarterly synthesis: three to five claims with receipts. This becomes your story for mid-year, mentors, and the next opportunity.
The relevant situations (Appendix B)
Attach the Appendix B entries written for first-year readers: the first self-review, the unfair review with no file yet, and the "I'm on a PIP now" triage. They answer the questions these tools raise.
Start the file before you think you need it. The record you keep all along is the case you never have to excavate.
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