Instructions for the Performance Evaluation
Objectives or Accomplishments  For the 20XX review period, the reviewer and individual are to assess and document the degree to which the individual has accomplished specified objectives from the previous review.  

Key Measures of Individual Performance Individuals are to be evaluated against certain Key Performance Measures  (or go to this section in the template to view the measures) that are essential for effective performance. Our Company has selected two Key Performance Measures applicable to all people throughout the organization.  These measures under the heading of “Critical Company Competencies” are:

· Alignment with Business Objectives

· Client Focus and Quality of Service

In addition, the other performance measures are to be evaluated where applicable to the individual’s role in the Company.  

Performance Rating   The individual’s performance on each of the Key Performance Measures and his or her overall job performance is to be evaluated on the basis of the following ratings:

5 - Exceptional Performance
Performance consistently and significantly exceeds expectations and requirements on the job.  An individual at this level demonstrates outstanding proficiency in performing unique or critical tasks and/or difficult or complex aspects of the job competently and thoroughly.  Quality and quantity of work is excellent and creative or new applications are made regularly.  

4 - Exceeds Expectations 
Performance exceeds requirements in a number of key areas.  A high level of skill is demonstrated.  Contributions are significant.  Performance adds value beyond what is expected.  

3 - Meets Expectations 
Performance is solid, meets required standards and expectations, and is what is expected of a fully competent and qualified person in the position.  An individual at this level consistently contributes to the success of the work group.

2 - Improvement Needed
Performance is slightly below acceptable levels, occasionally fails to meet the minimum standards of job performance, or is poor/inconsistent.  Immediate improvement is needed; however with guidance and training, this may be achieved.  Disciplinary or corrective action may be needed if performance does not progress to “meets expectations”.

1 - Unsatisfactory
Performance does not meet expectations and is unacceptable.  An individual at this level requires more assistance, supervision and follow-up than is acceptable on a continuing basis.  Significant and immediate improvement is needed.  An overall rating of “unsatisfactory” requires disciplinary or corrective action.
Performance Summary  This section is used to assess the individual’s overall performance during the entire review period.  This is done by adding the numerical ratings of the objectives and key performance measures and then dividing the total ratings by the number of objectives and key performance measures to arrive at an overall average rating.  Check the appropriate box for the overall average rating.

Performance Objectives & Development Plans  This section is used to document major accountabilities and objectives for the next review period and the corresponding action or development plans to accomplish the stated objectives.  This section is to be finalized after the individual and supervisor have agreed upon desired areas of improvement and development needs relating to upcoming goals.

	Performance Evaluation

	

	Individual Name ____________________________________

Review Period __________________________



	KEY OBJECTIVES/ACCOMPLISHMENTS FOR THE REVIEW PERIOD

In the space provided, mark the appropriate rating with an “x”.  Specify objectives from the review period and consider to what extent they were achieved or fulfilled.  Explain any change to objectives that occurred during the year and make sure you identify all factors that caused the goal to be met or not to be met. 

 

	Objective or Accomplishment #1:  


	Rating:
 FORMCHECKBOX 
 5 - Exceeded Objective

 FORMCHECKBOX 
 3 - Met Objective

 FORMCHECKBOX 
 1 - Did Not Meet Objective



	Comments:



	Objective or Accomplishment #2:  


	Rating:
 FORMCHECKBOX 
 5 - Exceeded Objective

 FORMCHECKBOX 
 3 - Met Objective

 FORMCHECKBOX 
 1 - Did Not Meet Objective



	Comments:



	Objective or Accomplishment #3:  


	Rating:
 FORMCHECKBOX 
 5 - Exceeded Objective

 FORMCHECKBOX 
 3 - Met Objective

 FORMCHECKBOX 
 1 - Did Not Meet Objective



	Comments:




	Instructions on Performance Ratings   

The performance review describes the individual’s job performance in regards to his or her job description, and against certain performance goals and standards in that job. The individual‘s overall job performance is to be evaluated as exceptional, exceeds expectations, meets expectations (satisfactory), needs improvement or unsatisfactory.  See Instructions for the Performance Evaluation for a definition of each of these ratings.  Check the appropriate box indicating your evaluation of the individual’s performance.  Where appropriate provide specific examples relating to the area of performance. 



	

	KEY MEASURES OF EMPLOYEE PERFORMANCE

Use this section to describe employee performance in specific key areas.  In the space provided, mark the appropriate rating with an "x" and provide comments as needed.

 

	CRITICAL BUSINESS COMPETENCIES 

	Alignment with Business Objectives:
· Understands the mission and values of the company 

· Committed to the objectives of company and/or the business unit

· Knowledgeable of and adheres to company policies and practices

· Knows the nature of the industry and the impact of this on one’s job


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance 



	Comments:



	Client Focus and Quality of Service:
· Knows the internal and/or external customers, their priorities and contributes to satisfying the customers’ needs
· Meets commitments to internal and/or external customers
· Makes a special effort to take corrective action when needed

	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance 



	Comments:




	PERSONAL COMPETENCIES 

	Account Management:
· Expands new business within existing account(s)

· Maintains a focus on customer service, services the account and meets clients needs

· Develops strong relationships with key decision makers

· Tracks and monitors account activity


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance 



	Comments:




	Adaptability:
· Flexible and open to new ideas 

· Willingly takes on new responsibilities

· Handles multiple tasks, deadlines and uncertainty

· Adjusts work plans to meet changing company needs


	Rating: 

[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance 



	Comments:




	Analytical Skills:
· Reasons, thinks and interpret issues in a manner to support sound conclusions

· Conducts thorough research

· Presents sound alternatives based on key facts 

· Provides accurate and informative comments


	Rating: 

[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance 



	Comments:




	Attendance:
· Regular, reliable attendance 

· Adheres to company policy on reporting absences

· Promptness of reporting on the job 


	Rating: 

[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance 



	Comments:




	Decision Making:
· Makes thoughtful, systematic decisions

· Makes prompt decisions under time constraints

· Presents alternative solutions to problems

· Considers impact of decisions


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance


	Comments:




	Dependability & Reliability:
· Meets commitments and deadlines

· Accepts accountability

· Assignments are completed in a thorough manner


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance



	Comments:




	Initiative:
· Approaches issues and problems with ingenuity

· Displays energy and enthusiasm in completing tasks

· Seeks out new responsibilities and acts on opportunities

· Generates new ideas and follow through on a plan of action


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance

	Comments:




	Interpersonal and Communication Skills:
· Articulates ideas in a clear and understandable manner

· Has good listening skills and facilitates communications

· Shares information with others

· Seeks out feedback and constructive criticism

· Uses diplomacy and tact, and negotiates effectively


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance

	Comments:




	Job Knowledge:
· Understands job duties and responsibilities

· Has necessary job skills and knowledge

· Understands computer system and other equipment required for the position

· Understands the “what” and “why” of all phases of assigned work and related matters


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance



	Comments:




	Personal Organization:
· Keeps information organized and accessible

· Maintains clean & functional work space

· Prioritizes tasks and manages personal workflow

· Efficient and effective use of time


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance



	Comments:




	Planning:
· Develops realistic and achievable plan goals

· Balances short and long-term goals

· Aligns plans with business unit goals

· Manages resources and creates contingency plans


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance

	Comments:




	Problem Solving:
· Anticipates problems and develops alternative solutions

· Defines problems, identifies root cause

· Overcomes obstacles

· Helps solve team problems


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance

	Comments:




	Process Improvement:
· Challenges the status quo

· Takes risks, generates new ideas

· Solves problems creatively

· Supports the ideas of others

· Encourages and manages innovation


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance

	Comments:




	Product Knowledge:
· Knows and explains company and/or business line features, benefits and services

· Understands customer's business operations and needs

· Knows competitor's products and market strategies

· Applies market knowledge


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance

	Comments: <:BM:3:Adaptability:BM:>



	Productivity:
· Manages priorities and completes all tasks assigned without loss of efficiency

· Develops and follows work procedures

· Manages time well

· Takes on additional responsibilities as needed


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance

	Comments:




	Quality:
· Is attentive to detail and accuracy

· Committed to quality standards

· Makes continuous improvements

· Owns and acts on quality problems


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance



	Comments:




	Financial Management and Reporting:
· Creates realistic financial plans with solid projections

· Monitors results and advises of variances

· Manages achievement of plan

· Adjusts plans to meet changing business line and/or  company needs


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance

	Comments:




	Leadership:
· Formulates direction and vision

· Develops a shared sense of purpose and shapes an effective culture

· Champions change initiatives

· Communicates clear goals and objectives


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance



	Comments:




	Meeting Management:
· Holds punctual, well-run meetings

· Sets clear meeting goals, develops and follows an agenda

· Prepares for meetings

· Involves appropriate people


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance 



	Comments:




	Staff Development:
· Demonstrates effective managerial skills in recruiting, motivating, mentoring and training staff

· Provides feedback/coaching and timely performance evaluations

· Provides visibility and opportunity

· Encourages individual growth


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance



	Comments:




	People Management:
· Challenges and motivates employees

· Defines roles and responsibilities

· Establishes clear performance standards and goals 

· Delegates responsibilities and tasks

· Manages collaboratively


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance

	Comments:




	Project Management:
· Establishes project goals and milestones

· Develops procedures and systems

· Defines roles and responsibilities

· Identifies and acquires project resources

· Monitors project performance


	Rating:
[   ]  5 - Exceptional Performance          

[   ]  4 - Exceeds Expectations                

[   ]  3 - Meets Expectations                  

[   ]  2 - Improvement Needed        

[   ]  1 - Unsatisfactory Performance

	Comments:




	

	PERFORMANCE SUMMARY

This section is used to assess the individual’s overall performance during the entire review period.  This is done by adding the numerical ratings of the objectives and key performance measures and then dividing the total ratings by the number of objectives and key performance measures to arrive at an overall average rating.  Check the appropriate box for the overall average rating.  


	Numerical Ratings of Objectives and Key Performance Measures:
	Overall Average Rating:

	1. Objective #1
	
	 FORMCHECKBOX 
 5 - Exceptional Performance
	

	2. Objective #2
	
	 FORMCHECKBOX 
 4 - Exceeds Expectations
	

	3. Objective #3
	
	 FORMCHECKBOX 
 3 - Meets Expectations
	

	4. Alignment with Business Objectives
	
	 FORMCHECKBOX 
 2 - Improvement Needed
	

	5. Client Focus & Quality Service
	
	 FORMCHECKBOX 
 1 - Unsatisfactory Performance
	

	6. Average of other Key Performance Measures
	
	
	

	Add Total Ratings 
	

	Average Rating *
	

	

	Comments:




	

	PERFORMANCE OBJECTIVES & DEVELOPMENT PLAN (Next 12 Months)

This section is used to document major accountabilities and objectives for the next review period and the corresponding action or development plans to accomplish the stated objectives.  This section is to be completed after the employee and supervisor/manager have agreed upon desired areas of improvement and development needs relating to upcoming goals.


	Objective #1:  

     
	Development Plan:

     

	Measurement of objective achievement:      
Timeframe:       


	Objective #2:  

     
	Development Plan:

     

	Measurement of objective achievement:      
Timeframe:       


	Objective #3: 

     
	Development Plan:

     

	Measurement of objective achievement:      
Timeframe:       



	SIGNATURE SECTION


Employee Acknowledgement and Comments

By signing this performance review the employee acknowledges he/she has read it and that the contents have been completely discussed with him/her.  The employee’s signature indicates only knowledge and understanding of the contents of the review and does not imply agreement.  The employee may include his/her own comments to this review by using the form below:

Employee Signature











Date
Immediate Supervisor Signature









Date
Next Level Manager Signature









Date
	

	INDIVIDUAL COMMENTS

Use the following space or additional paper to make any comments regarding the above performance review.
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