PERFORMANCE REVIEW
[Annual / Mid-Year / Quarterly]
	Employee: [Name]
	Title: [Title]
	Manager: [Name]
	Review Period: [Dates]


RATING SCALE
5 = Exceptional  |  4 = Exceeds  |  3 = Meets  |  2 = Developing  |  1 = Below
  PERFORMANCE AREAS
	Competency
	Rating
	Comments / Examples

	Job Knowledge & Skills
	[1-5]
	[Specific examples]

	Quality of Work
	[1-5]
	[Specific examples]

	Productivity & Efficiency
	[1-5]
	[Specific examples]

	Communication
	[1-5]
	[Specific examples]

	Teamwork & Collaboration
	[1-5]
	[Specific examples]

	Initiative & Problem Solving
	[1-5]
	[Specific examples]

	Dependability & Attendance
	[1-5]
	[Specific examples]


  GOAL ACHIEVEMENT
	Goal
	Status
	Results / Notes

	[Goal from previous review]
	[Met/Exceeded/Partial/Not Met]
	[Results]

	[Goal from previous review]
	[Met/Exceeded/Partial/Not Met]
	[Results]

	[Goal from previous review]
	[Met/Exceeded/Partial/Not Met]
	[Results]


KEY ACCOMPLISHMENTS
•  [Major achievement with impact]
•  [Major achievement with impact]
•  [Major achievement with impact]
  AREAS FOR DEVELOPMENT
•  [Skill or behavior to improve]
•  [Skill or behavior to improve]
  GOALS FOR NEXT PERIOD
1. [SMART goal: Specific, Measurable, Achievable, Relevant, Time-bound]
2. [SMART goal]
3. [SMART goal]
OVERALL RATING: [1-5]
SIGNATURES
	Employee Signature

Date: _______________
	Manager Signature

Date: _______________


Employee Comments (optional):
[Employee may add comments here]
