
Employee Performance Review Checklist
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DATE

____ / ____ / ________

EMPLOYEE NAME POSITION MANAGER REVIEW PERIOD

MANAGER PREPARATION

GOAL ACHIEVEMENT

EXCEEDED MET
PARTIALLY

MET
NOT MET

Goal 1 outcome

Goal 2 outcome

Goal 3 outcome

Overall goal achievement summary

COMPETENCIES & BEHAVIOURS

STRONG
MEETS

STANDARD
DEVELOPMENT

NEEDED

Job knowledge and technical skills

Quality of work

Communication and teamwork

Initiative and problem-solving

Reliability and time management

Adherence to policies and safety

DISCUSSION POINTS
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Previous review and goals pulled

Employee self-assessment received  Yes  Not Requested

Performance data gathered (metrics, outputs)

Peer and stakeholder feedback collected  Done  N/A

Notes on key achievements compiled

Notes on areas for improvement compiled

Meeting scheduled with adequate time

Private, interruption-free location booked

Factors affecting goal achievement discussed

Key achievements recognised

Development areas discussed constructively

Employee's perspective heard

Career aspirations discussed



Support and resources needed identified

DEVELOPMENT & NEXT PERIOD GOALS

Training or development actions agreed

Goal 1 for next period

Goal 2 for next period

Goal 3 for next period

Employee signature

Manager signature

Notes
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Overall performance rating  Outstanding  Exceeds Expectations  Meets Expectations  Below Expectations


