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Performance Review

	Personal Data

	Employee ID


	Employee Name


	Job Title



	Division/Section


	Reviewer


	Review Period



	Performance Goals and / or Job Responsibilities (Elements)
	Results and Accomplishments
	Ratings

	A performance goal is a statement of results to be achieved in a given review period.  Goals are project or target-based.  A job responsibility (element) is a requirement that must be met on an ongoing basis. Job responsibilities define routine tasks or essential functions. 
	Evaluate results against mutually established performance goals and job responsibilities. 
	Select one rating for each performance goal or job responsibility (element).

	1. 
	
	___ Outstanding

___ Excellent

___ Commendable

___ Meets expectations

___ Does not 
meet expectations

	2. 
	
	___ Outstanding

___ Excellent

___ Commendable

___ Meets expectations

___ Does not 
meet expectations

	3. 
	
	___ Outstanding

___ Excellent

___ Commendable

___ Meets expectations

___ Does not 
meet expectations

	4. 
	
	___ Outstanding

___ Excellent

___ Commendable

___ Meets expectations

___ Does not 
meet expectations

	5. 
	
	___ Outstanding

___ Excellent

___ Commendable

___ Meets expectations

___ Does not 
meet expectations

	6. 
	
	___ Outstanding

___ Excellent

___ Commendable

___ Meets expectations

___ Does not 
meet expectations

	7. 
	
	___ Outstanding

___ Excellent

___ Commendable

___ Meets expectations

___ Does not 
meet expectations

	8. 
	
	___ Outstanding

___ Excellent

___ Commendable

___ Meets expectations

___ Does not 
meet expectations

	9. 
	
	___ Outstanding

___ Excellent

___ Commendable

___ Meets expectations

___ Does not 
meet expectations

	10. 
	
	___ Outstanding

___ Excellent

___ Commendable

___ Meets expectations

___ Does not 
meet expectations


	Core Competencies
	Competency Ratings

	                                                        Select one rating for each competency

	Initiative and Creativity
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	Judgment
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	Cooperation/Teamwork
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	Quality of Work
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	Reliability
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	Commitment to Safety
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	Support of Diversity
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	Job-specific Competencies (Optional)*

	
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	Managerial/Supervisory Competencies (For employees who supervise others)

	Leadership
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	Decision Making
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	Resource Management
	__ Outstanding   __ Excellent   __ Commendable   __ Meets expectations   __ Does not meet expectations

	Summary of Performance and Review of Competencies 

	

	Career Development Plan (Optional)

	


	Signatures

	Employee Acknowledgement of Performance Goals/Job Responsibilities and Competencies

My supervisor/manager and I identified and discussed my performance goals, job responsibilities and job-related competencies at the beginning of the review period.

Employee Signature  _________________________________________ Date _____________________



	Progress Review (Optional)

My supervisor/manager and I discussed my performance. We have updated goals/job responsibilities and competencies 
(if needed).

Employee Signature  _________________________________________ Date ______________________



	Overall Rating
	Employee ID:  REF id 
	Employee Name:

	Select only one rating

	___ Does not meet expectations 
	___ Meets expectations +
	___ Commendable +
	___ Excellent +
	___ Outstanding +

	___ Meets expectations -
	___ Commendable -
	___ Excellent -
	___ Outstanding -
	

	___ Meets expectations 
	___ Commendable 
	___ Excellent
	___ Outstanding
	

	Second-level Managerial Approval of Performance Review Document

I have reviewed and approved the performance review document and overall rating.

Signature  ___________________________________________ Date __________________________

(Manager of reviewer)



	Reviewer Acknowledgement of Performance Review Document

I have discussed the performance review document with the employee and advised the employee of his/her overall rating.

Reviewer Signature  ________________________________________ Date ________________________

(Person who prepared the review)



	Employee Acknowledgement of Performance Review Discussion

My supervisor/manager has reviewed and discussed the performance review document with me.  My signature means that I have been advised of my performance status and does not necessarily imply that I agree with it.

Employee Signature  ________________________________________ Date _________________________



	Employee Comments (Optional)



	Mentor Comments (Optional)





