
2007 Performance Review 

	Employee Name:
     
	Review Period Start: 
January 1, 2006

	Job Title:
      
	Review Period End:
December 31, 2006

	Department::


	
     


	Reviewer Name:
	Reviewer Title: 
     


	

	Rating
	Definition
	Explanation

	5
	Exceptional
	Continuously and significantly performs beyond expectations in all aspects of the job, core requirements, objectives and behaviors.  Over achieves and acts as a role model for others.

	4
	Exceed Expectations
	Consistently achieves expectations of the job, core requirements, and objectives. Work and behaviors meet a high set of standards.

	3
	Meets Requirements
	Regularly demonstrates effective and solid work performance. Successfully completes tasks and activities as assigned.

	2
	Does Not Meet Requirements
	Performance falls short of expectations, work in quality and quantity is below requirements.  Performance improvement plan may be required.

	1
	Unacceptable
	Performance Improvement Plan required.

	

	I. Major Accomplishments

	List the employee’s major accomplishments during this review period.  Major accomplishments could be:

1. Completed Projects

2. Newly Acquired Skills or Competencies

3. Significant Performance Improvements

	

	

	

	

	

	

	


	II. Strengths

	Summarize the employee’s strengths, be as specific as possible. 

Please back up your comments with examples.

	

	

	III. Development Plan/Areas for Improvement

	A development Plan may address:

· Improvements that must be made due to performance weaknesses. Please back up your comments with examples. 

· Improvements that could be made to raise performance.

· Skills needed for new responsibilities.

· Identify a timeline and other needed resources.

· Identify any potential obstacles

	


IV. Competencies
Definite Strengths (DS) – The competency describes the employee well.  The employee’s performance is exceptional, strongly exhibiting the required skills and behaviors.  The employee also favorably influences and supports others in adopting the competency.
Met (M) – The competency describes the employee to a large extent.  The employee’s performance successfully meets all expectations, exhibiting the required skills or behaviors.

Not Met (NM) –The competency does not describe the employee.  The employee’s performance does not meet requirements.  The employee fails to met either the consistency or demonstrates the degree of competency required for success.

	Self Review
	Manager Review


	Competencies
	NM
	M
	DS
	NM
	M
	DS

	Accountability
	
	
	
	
	
	

	Management
	
	
	
	
	
	

	Team Work
	
	
	
	
	
	

	Implementation
	
	
	
	
	
	

	Adds Value
	
	
	
	
	
	


	V. Overall Comments

	Wrap up summary of additional comments

	


	VI. Future Goals 

	Future goals have due dates beyond this current review period.
	Goals should be:

	Corporate Goals (Individual Objectives should line up with Corporate Goals)
· 1.  Customer Satisfaction 

· 2.  Building Sustainable Business

· 3.  Company is composed of the Highest Caliber of people

· 4.  Innovation in Technology – Building Superior Products 
	1. Specific, rather than general

2. Measurable – either in quantity, quality, or results 

3. Achievable and within the employee’s ability and authority

4. Related to the employee’s job and to the business

5. Timeline or time-based

	Objectives
	Target Date
	Activities / Tasks / Projects
	Results Expected

	1. 
	
	· 
	· 

	2. 
	
	· 
	· 

	3. 
	
	· 
	· 

	4. 
	
	· 
	· 

	5. 
	
	· 
	· 

	

	VII. Employee Comments 

	

	


	Rating
	Definition
	Explanation

	5
	Exceptional
	Continuously and significantly performs beyond expectations in all aspects of the job, core requirements, objectives and behaviors.  Over achieves and acts as a role model for others.

	4
	Exceed Expectationst
	Consistently achieves expectations of the job, core requirements, and objectives. Work and behaviors meet a high set of standards.

	3
	Meets Requirements
	Regularly demonstrates effective and solid work performance. Successfully completes tasks and activities as assigned.

	2
	 Does Not Meet Requirements
	Performance falls short of expectations, work in quality and quantity is below requirements.  Performance improvement plan may be required.

	1
	Unacceptable
	Performance Improvement Plan required.


Overall Rating  ________________________

	Employee Acknowledgment

I have received this document and discussed the contents with my manager.  My signature means that I have been advised of my performance status and does not necessarily imply that I agree with the evaluation. 

	

	
	
	
	
	

	Employee’s Signature
	
	Print Name
	
	Date

	
	
	
	
	

	Reviewer’s Signature
	
	Print Name
	
	Date

	
	
	
	
	

	Reviewer’s Manager Signature
	
	Print Name
	
	Date

	
	
	
	
	

	Human Resources’ Signature
	
	Print Name
	
	Date
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