Performance Review
An annual or end-of-period review. The employee completes section 3 before the meeting; the manager completes sections 2 and 4 before the meeting and the rest is agreed in it. Grey italic text is guidance.
1. Details
	Employee
	

	Role
	

	Manager
	

	Review period
	

	Meeting date
	


2. Objectives for this period
Copy in the objectives agreed at the start of the period. Rate each against the measure that was agreed then, using the evidence kept through the year rather than what is remembered now.
	Objective
	Measure agreed
	Result and evidence
	Rating (1 to 5)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3. Employee self-assessment
Completed by the employee before the meeting.
What went well this period, and what made it possible?
	Answer

	


What was harder than expected, and why?
	Answer

	


What support would help most in the next period?
	Answer

	


4. How the work was done
Rate the behaviours that matter for this role. Replace the examples with the ones your organisation uses. Give one specific example for each rating.
	Area
	Example observed
	Rating (1 to 5)

	Communication
	
	

	Working with others
	
	

	Problem solving
	
	

	Job knowledge
	
	

	Leading others (if applicable)
	
	


5. Overall summary
	Manager's summary
	Employee's comments

	
	


Overall rating (1 to 5): 
6. Development plan
What the employee will learn or practise next, and how. Development agreed with someone produces effort; development imposed produces attendance.
	Development area
	Action (course, project, mentoring)
	Support from manager
	By when

	
	
	
	

	
	
	
	

	
	
	
	


7. Objectives for the next period
Write objectives that can be assessed: what, the measure, and by when. Link each to a team or organisational objective.
	Objective
	Measure
	Linked to
	Deadline

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Rating scale
	Rating
	Meaning

	5
	Consistently exceeded the agreed measures

	4
	Exceeded the agreed measures in most areas

	3
	Met the agreed measures

	2
	Met some of the agreed measures; improvement needed

	1
	Did not meet the agreed measures


Agreement
	
	Name
	Signature
	Date

	Employee
	
	
	

	Manager
	
	
	



Running the meeting: see certifiedperformance.org/performance-appraisal-training. Planning and managing appraisals is module 6 of the Certificate in Performance Management.
Free template from the Institute for Performance Management, certifiedperformance.org. Use and adapt it freely.   Page 
