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Annual Performance Review

Date Due
Name
Current Date

Annual Performance Review

Overview:
Overview of year’s performance.

General Comments:

Comments and issues identified here (1 to 2 pages, max).

I rate _______’s overall performance as Satisfactory/Successful/Superior/Outstanding.  Expectations for next year highlighted here.  

Your Name

Current Date
A. Most successful job accomplishments since last performance period:

B. Key strengths of employee:

C. Problems since last performance appraisal:

D. Key areas that need improvement:

E.
How would you rate the Employee on the following:

	
	Outstanding
	Superior
	Successful
	Satisfactory
	Needs 

Improvement

	Attitude
	
	
	
	
	

	Creativity
	
	
	
	
	

	Customer Focus
	
	
	
	
	

	Integrity and trust
	
	
	
	
	

	Leadership
	
	
	
	
	

	Organization
	
	
	
	
	

	Priority setting
	
	
	
	
	

	Problem solving
	
	
	
	
	

	Responsibility
	
	
	
	
	

	Responsiveness to 

Change
	
	
	
	
	

	Team Work
	
	
	
	
	

	Time management
	
	
	
	
	


F. Any other personal Observations? ________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

Comments from peers: (insert here)
 Goals for the following year:

	Plan of action
	Completion Date

	
	

	
	

	
	

	
	


Performance Summary

Select an overall rating for the employee's performance for this review period.

OUTSTANDING (5)


Far exceeds the requirements of the job and produces






exceptional results in all or nearly all areas.

SUPERIOR (4) 



Consistently exceeds requirements of the job and







excels in most areas of responsibility/performance.

SUCCESSFUL (3)



Consistently meets requirements of the job and








works in an efficient and effective manner.

SATISFACTORY (2)


Meets the minimum requirements of the job, yet 







there is potential for improvement in some areas of 







responsibility/performance. 

NEEDS IMPROVEMENT (1)

Does not meet the minimum requirements of the job.

Recommended New Salary:  $_________________   % Increase:________

Employee signature acknowledges that employee has reviewed the appraisal with the supervisor and does not necessarily mean that employee agrees with all statements in the review.  Employee is to sign at time it is received and if desired submit written comments of his/her own which will be attached to the review form.

_________________________________________________________

Signature of Employee



Date

_________________________________________________________

Signature of Manager




Date

__________________________

___________________________
Department Manager



Director, Human Resources
Employee Success Competencies:

Creativity



Comes up with a lot of new and unique ideas; easily makes connections among previously unrelated notions; tends to be seen as original and value-added in brainstorming settings.

Customer Focus
Is dedicated to meeting the expectations and requirements of internal and external customers; gets first-hand customer information and uses it for improvements in products and services; acts with customers in mind; establishes and maintains effective relationships with customers and gains their trust and respect.

Integrity and trust
Is widely trusted; is seen as a direct, truthful individual; can present the unvarnished truth in an appropriate and helpful manner; keeps confidences; admits mistakes; doesn’t misrepresent him/herself for personal gain.

Leadership
Creates or endorses a vision for the future and inspires others to work together toward it; influences and motivates others and leads them in pursuit of goals and tasks; takes leading role-not waiting for assignments; fills the void to get projects moving and groups moving.  Willingly accepts the challenge of difficult assignments and does more than required; show fairness and impartiality.

Priority setting



Spends his/her time and the time of others on what’s important; quickly zeros in on the critical few and puts the trivial many aside; can quickly sense what will help or hinder accomplishing a goal; eliminates roadblocks; creates focus.

Problem solving



Uses rigorous and methods to solve difficult problems with effective solutions; probes all fruitful sources for answers; can see hidden problems; is excellent at honest analysis; looks beyond the obvious and doesn’t stop at the first answers.


Responsiveness to Change
Shows enthusiasm to new ideas, programs and procedures; operates productively in a constantly changing environment; willing to listen to the ideas of others; maintains a sense of humor about work and the working environment.

Time management



Uses his/her time effectively and efficiently; values time; concentrates his/her efforts on the more important priorities; gets more done in less time than others; can attend to a broader range of activities.


