Performance review
A record of how the period went, what was achieved and what comes next. Fill it in together: the employee completes their own ratings and the self-assessment first, and the rest is finished in the review meeting.
	Employee name
	

	Job title
	

	Department or team
	

	Manager
	

	Review period
	

	Date of review
	

	Rating scale
Use the same scale for goals and for each area.

	Rating
	Label
	What it means

	5
	Outstanding
	Results well beyond what the role asks for, all year.

	4
	Exceeds expectations
	Often does more than the role asks for.

	3
	Meets expectations
	Does what the role asks for, reliably and well.

	2
	Needs improvement
	Meets some expectations but not all. A plan is needed.

	1
	Unsatisfactory
	Does not meet the expectations of the role.

	1. Goals from the last period
List the goals agreed at the last review, how each was measured and what happened.

	Goal
	How success was measured
	Result
	Rating (1 to 5)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	2. Ratings by area
The employee fills in "Self" before the meeting; the manager fills in "Manager". Change any area that does not fit the role.

	Area
	Self
	Manager
	Comments and examples

	Quality of work
Work is accurate, thorough and rarely needs redoing.
	
	
	

	Productivity
Gets a fair amount done and meets deadlines.
	
	
	

	Job knowledge
Has the skills the role needs and keeps them up to date.
	
	
	

	Communication
Shares information clearly, in writing and in person, and listens.
	
	
	

	Teamwork
Helps colleagues, shares credit and is easy to work with.
	
	
	

	Initiative and problem solving
Spots problems early and proposes ways to fix them.
	
	
	

	Reliability
Does what they said they would, when they said they would.
	
	
	

	Customer or client focus
Understands what the people they serve need and follows through.
	
	
	

	
	
	
	

	3. Self-assessment
For the employee to answer before the meeting.

	What are you most proud of from this period?

	

	What got in your way, and what would have helped?

	

	What would you like to do more of, or learn, in the next period?

	

	4. Manager's comments

	Strengths and main achievements

	

	Areas to improve

	

	5. Goals for the next period
Three to five goals, each specific enough that you will both know whether it was met.

	Goal for the next period
	How success will be measured
	Support needed
	Due date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	6. Development plan
The skills to build, and what the employee and the company will each do.

	Skill or area to develop
	Action
	Support from the company
	By when

	
	
	
	

	
	
	
	

	
	
	
	

	7. Summary and sign-off

	Overall rating (circle one)
	5 Outstanding     4 Exceeds expectations     3 Meets expectations     2 Needs improvement     1 Unsatisfactory

	Manager's overall summary

	

	Employee's comments on this review

	

	
	Name
	Signature
	Date

	Employee
	
	
	

	Manager
	
	
	


Signing confirms that this review was discussed. It does not mean the employee agrees with every part of it.
How to use this template
1. Save a copy: Make one copy of the file for each employee and each review period.
2. Send the self-assessment first: A week or two before the meeting, ask the employee to fill in their own ratings and answer the self-assessment questions.
3. Rate results against goals: List the goals agreed last time, how each was measured and what happened. Rate each from 1 to 5.
4. Rate each area: Give a rating from 1 to 5 for each area of the job, with a specific example in the comments. Change any area that does not fit the role.
5. Meet and talk it through: Start with the employee's view. Compare the two sets of ratings where they differ.
6. Agree what comes next: Set three to five goals for the next period and a development plan, with the support the company will give.
7. Finish and sign: Write the summary, add the employee's comments, and sign. Give the employee a copy.
Good to know: Most people should land on 3, "meets expectations". That is a good result. Keep 4 and 5 for work that clearly goes beyond the role.

Free template from coavon.com/templates
