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Performance Review Cover Sheet
The objective of this process is to ensure that employees understand what the standards are by which they are being measured, how they are progressing. This document is designed to:
· Assess, evaluate, and document the performance of the employee.
· Provide an opportunity for the employee and supervisor to discuss progress.
· Create alignment between employee and organizational goals and to assist employee growth and development.
· Clearly articulate performance expectations to the employee.
The Performance Review is divided into six sections:
Section I – Key Competency Ranking and Comments – This section will evaluate the employee’s performance based on the competencies required for the role and give opportunity for the supervisor to comment and give examples on each competency. 
Section II – Overall Ranking – This section gives an overall rating of the overall competency performance.  
Section III – Overall Comments – This section is designed for the supervisor to comment on the overall performance on the employee.
Section IV – Goals and Objectives for Upcoming Year – This section outlines the 2 – 3 goals and objectives that are determined, discussed and listed to be accomplished by the employee within the next 12 months with Action Steps.  Follow up on the Goals and Objectives will take place by the supervisor and employee every 3 months. 
Section V – Employee Comments – Employees are encouraged to comment on any aspect of their performance in this section.
Section VI - Discussion Points - This page will be given to the employee prior to the performance review meeting and will be discussed at the meeting.  These discussion points give the employee the opportunity to comment on the direction, feedback and support of their supervisor. 
The completed Performance Review is signed and dated by the employee and supervisor, with a copy to the employee. The original Performance Review will be kept in the employee’s personnel file.


Performance Review

Employee: _____________________________	Review Date: ___________________
Position: _______________________________	Time in Position: ________________
Review completed by: _________________________________

	Ranking Key

	Exceeds Expectations (EE)
	Skill level and performance are frequently above expectations:
· Consistently meets and sometimes exceeds the performance expectations of the position  

	Meets Expectations (ME)
	Skill level meets job and performance expectations:
· Meets the performance expectations of the position.  

	Below Expectations (BE)
	Skill level is below job performance expectations:
· Frequently does not meet the performance expectations of the position. 

	Requires Improvement (RI) or Developmental (D)
	Skill level requires more time and training:
· Needs to make changes to meet the expectations of the position and/or new to the position and still learning  



	Competency
	Ranking

	Accountability, Values, and Integrity 
· responsible to see work through to the highest standard, and completion 
· takes responsibility for results and actions
· consistent and reliable in decisions, communications, and actions
· demonstrates the organization’s values when conducting business activities

	

	Comments:

	Planning, Organization and Time Management
· uses time effectively
· focuses and prioritizes workload to ensure critical business needs and tasks are met
· follows up and delivers as promised
	

	Comments:





	Competency
	Ranking

	Attention to Detail and Quality of Work 
· conscientious about accuracy
· committed to ensuring work adheres to high standards of excellence
· committed to continuous improvement in skill level
· pays attention, follows direction and is thorough
	

	Comments: 





	Builds Strong Relationships and Respect
· respectful of authority and fellow team members
· fosters positive working relationships and environment 
· understands and accepts personal differences
· listens to others in a compassionate and understanding manner without judgment
· a team player who is cooperative
· easily gains trust and support from team and encourages collaboration
	

	Comments: 




	Communicates and Listens Effectively
· clearly communicates ideas and concepts with others verbally and in writing
· practices attentive and active listening – checks back to ensure understanding
· is responsive to other people’s communication styles  
· has well developed interpersonal skills
· addresses issues directly and constructively
	

	Comments: 





	Competency
	Ranking

	Self-Development and Perseverance
· pursues everything with interest and meaning
· seldom gives up before finishing, especially in the face of resistance or setbacks
· committed to and actively works toward continuous self-improvement
· identifies when knowledge is needed in the face of errors 
· understands that different situations may call for different skills and approaches
	

	Comments: 

	Problem Solving, Creativity and Results Driven
· uses rigorous logic and methods to solve difficult problems
· looks beyond the obvious and does not stop at the first answer
· identifies ways to improve processes and efficiencies and questions the status quo to find better ways
	

	Comments: 

	Professionalism 
· always professional in appearance and manner
· promotes excellence in customer service for both internal and external customers
· reacts well under pressure
· is trustful and respectful
	

	Comments: 












	Competency
	Ranking

	Dependability, Attendance and Punctuality 
· displays responsible behaviors at work
· always on time and ready to work
· respectful of meal periods and rest breaks
· has minimal culpable absences 
	

	Comment

	Knowledge, Use and Care of Equipment
· knowledgeable in the proper use of equipment, tools and property
· maintains equipment and/or property properly
· identifies when knowledge is needed in relation to proper operation of equipment, tools and property
	

	Comments: 


	Health and Safety Awareness
· recognizes the significance of following general health and safety procedures within the organization
	

	Comments:

	Overall Rating
	



Overall comments:
____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________



Goals for upcoming year
Please give at least two goals for the immediate future and an action plan to achieve your goals.
	Goal
	Action Steps

	
	

	
	

	
	



Employee comments:

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________


Employee Name (Print): ___________________________
Employee Signature: ______________________________	Date: _____________________

Supervisor Name (Print): _________________________	Title: ______________________
Supervisor Signature: ____________________________    Date: ______________________
Discussion Points

1. In looking back on the past year (or since last review) did you feel you:
a. Had the appropriate amount of direction?

b. Had the appropriate level of authority and independence to accomplish the work?

c. Had the appropriate amount of support?

d. Had effective feedback and coaching? 

2. Is there anything you need from me that you are not getting? Anything I should stop doing?

3. To accomplish these goals and/or to continue to develop your skills, what professional development opportunities do you feel will assist you?
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