Performance Review

	Employee Name:  
	

	Position:  
	

	Hire Date:  
	

	Reviewed By:  
	

	Review Date:  
	

	Dept./Location:  
	

	Period Of Review:  

	
From:  
	To:  

	Reason For Review:  

	
Annual:  
	Other:  


Performance reviews involve a process of open, honest and objective two-way communication between supervisor and employee. Feedback and evaluation should inform the employee as to past performance and future expectations.

Performance will be rated according to the following:

Consistently Exceeds established standards and frequently achieves beyond expectations. Performance is consistent and meets determined levels of quality and quantity (e.g. makes significant contribution to department goals; demonstrates interest and initiative beyond immediate requirements).

Successfully Meets established standards and occasionally achieves beyond expectations. Performance is consistent and meets determined levels of quality and quantity. Individual is fully proficient in the skill and knowledge requirements of the job (e.g. consistently dependable and responsive to service of customers; work is effectively planned and completed with high accuracy).

Partially Meets established standards. Performance may reflect skill development phase or insufficient time in position. Performance is inconsistent and does not always meet determined levels of quality and quantity. Performance improvement plan is needed (e.g. may be inconsistent in meeting deadlines; improvement may be needed in meeting attendance standards).

Does Not Meet established standards. Performance is below acceptable levels and corrective action is required immediately. Performance fails to effectively contribute to goals and objectives of the department or organization (e.g. unable to function independently when required; does not manage time effectively).

Once the employee has submitted his/her self-appraisal supervisors should agree to a specific place and time to conduct the review.
I. Professional Attributes and Behaviors

(Read rating definitions on cover)

	Attribute
	COMMENTS

	Commitment to MENTOR’s vision and values.

Assess the employee’s ability to promote the values of MENTOR, its mission, vision and

Values to employees and external sources, while constructively challenging management and the company to be the best it can be.
	

	Quality Standards.

Evaluate the extent to which the employee has established, maintained or improved the quality service associated with this position or function.
	

	Customer Focused.

Assess the extent to which the employee has responded to the needs of their internal and external customers.
	

	Problem Solver/Innovator.

Assess the employee's ability to improve existing systems and processes.
	

	Initiative.

Consider the employee’s demonstrated ability to be a self-starter, to begin with and follow though on activities without direction and to go beyond what is expected while encouraging others to challenge tried and true ways of doing things in an effort to find a better way.
	

	Job Knowledge.

The extent to which the employee is aware of and utilizes job related data in performing assignments.
	

	Team Oriented.

Consider how the employee works with others to achieve common objectives and goals. Assess how the employee has been proactive in sharing information and innovations with those whom could benefit.
	

	Communication Skills.

Consider the employee’s demonstrated ability to communicate effectively both orally and in writing, to present clear, concise ideas and information, and to listen effectively.
	

	Flexibility.

Assess the employee’s ability to maintain effectiveness and adjust to changes in business conditions, organization and responsibilities.
	

	Dependability.

Consider the degree to which the employee makes and follows up on realistic commitments.
	


Management Attributes

(For all employees with management responsibility.)

	Attribute
	COMMENTS

	Developer of People.

Consider the employee’s ability to develop the knowledge and skills of others, regardless of their functional expertise, treating everyone as a valuable resource worthy of investment.
	

	Systems Thinker.

Does the employee anticipate future organization and operational needs? Do they build systems to respond to these needs rather than viewing problems as isolated and non-system related?
	

	Business Management and Development. Comment on how well the employee:

· Develops annual plans and budgets, which align with MENTOR’s goals and objectives, regularly re-forecasting those plans in an appropriate manner.

· Continually investigates changes in the market, the political environment, the legislature and in the competition, anticipating threats and opportunities.
	

	Visionary.

Consider the manager’s ability to explore trends in the market, the needs of customers and clients, and the activities of competitors and our own internal challenges in forming a vision.
	

	Team Maker/Bridge Builder.

Assess the manager’s ability to seek out and collaborate with others in solving a company problem without concern for who caused it. Does the manager show appreciation for jobs well done by other departments and business units? Does the manager actively promote the good work of others in public forums?
	

	Integrity
Does the manager demonstrate a moral soundness to staff and customers?
	


II.
Review Of Past Reporting Period Goals
(Evaluate the employee’s ability to achieve the goals that were established during
the employee’s prior performance appraisal.)

	Goals/Objectives
	

	1. 
	

	2. 
	

	3. 
	

	4. 
	


III.
Summary


What are the employee’s strengths? Give specific examples of job performance where strengths were demonstrated. List specific strengths with examples as to job performance that highlights the employee’s strength.

What are the employee’s improvement opportunities? Give specific examples and circumstances where the employee needs development and improvement.

IV. Overall Performance

Comment on how the employee has performed against standards, goals and expectations for their position. Refer to their job description, goals established at previous reviews, Section Two of the Self Appraisal and feedback you have gathered from appropriate resources. Attach extra sheets if necessary.

Overall Rating

One rating must be selected. Consider all narrative comments as well as goal accomplishment and Professional Attributes and Behaviors (section I). Place an “X” over the rating below to indicate overall performance.

	Consistently Exceeds
	Successfully Meets
	Partially Meets
	Does not Meet

	
	
	
	


V.
Expectations/Action Plan and Career Development for the Next Reporting Period
Use this space to provide a list of activities/goals that the employee will undertake to enhance current job performance, increase job knowledge or overall ability.

What is the employee’s career/professional development interests?
Outline the steps (training, experience, etc.) necessary to achieve these interests. What commitment is required from the employee and supervisor to pursue and achieve these interests?

VI. Next Scheduled Performance Review:


VII. Signatures

Employee Signature: __________________________ Date: __________

Supervisor Signature: __________________________ Date: __________

Next Level Signature: __________________________ Date: __________

When completed, the employee and the supervisor should retain a copy and forward the original to the Human Resources Department for placement in the employee’s personnel file.
(1/99)






