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Performance reviews are a critical aspect of employee
management and development in any organization. They provide
an opportunity for managers and employees to discuss
performance, set goals, and identify areas for improvement. A
well-structured performance review template can streamline
this process, ensuring consistency and thoroughness 1in
evaluations.

1. Overview of Employee Performance Reviews

» Purpose and Importance: Delve into the objectives of
performance reviews, emphasizing their crucial role in
fostering employee growth, enhancing productivity, and
aligning individual performance with organizational
goals.

- Frequency and Timing: Discuss optimal scheduling for
performance reviews, considering factors like business
cycles, project timelines, and employee milestones.

2. Preparing for the Review

- Self-Evaluation: Highlight the benefits of self-
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assessment in empowering employees to reflect on their
achievements and areas for growth.

- Gathering Feedback: Offer strategies for collecting
comprehensive feedback from various sources, including
peers, direct reports, and other managers, to ensure a
well-rounded review.

3. Performance Review Template

- Employee Information: Guidelines for capturing essential
details, including the employee’s role and review
period.

- Performance Criteria: Explore key areas of assessment,
such as achievements against set goals, skill
development, and overall contribution to the team and
organization.

- Achievements and Strengths: Advice on how to effectively
recognize and celebrate the employee’s successes and
strengths.

= Areas for Improvement: Tips on providing constructive
feedback on areas where the employee can further
develop.

= Goals for Next Period: Techniques for setting SMART
(Specific, Measurable, Achievable, Relevant, Time-bound)
goals that motivate and challenge the employee.

= Overall Rating: Discuss how to fairly and accurately
summarize the employee’s performance wusing your
organization’s rating systenm.

= Manager and Employee Comments: Emphasize the importance
of two-way communication, allowing both parties to share
insights and perspectives.

4. Conducting the Review Meeting

= Creating a Constructive Atmosphere: Offer tips for
fostering a positive and open environment for the review
meeting.

= Discussing Sensitive Topics: Guidance on how to approach



performance issues or areas of disagreement tactfully
and productively.

5. Post-Review Follow-up

- Action Plan: Steps for developing an actionable plan to
address areas of improvement and achieve set goals.

- Regular Check-ins: Emphasize the importance of ongoing
communication and support beyond the formal review.

Employee Performance Review Template Form

This Employee Performance Review Template is designed to help
managers conduct comprehensive and effective performance
evaluations. It includes sections for all critical areas of
assessment, along with guidelines for providing constructive
feedback. Simply download the template, customize it to fit
your organization’s needs, and use it as a structured
framework for your next performance reviews. Below is the text
version of the template. Also available, in PDF format:
Employee Performance Review Template.pdf

1. Customize the Template: Before using the template,
tailor it to your organization’s specific requirements.
Modify sections, add or remove criteria, and adjust the
rating scales to align with your company’s performance
evaluation standards.

2. Prepare for the Review: Prior to the meeting, gather all
necessary information about the employee’s performance.
Encourage the employee to fill out the self-evaluation
section of the template. This will give you both a
starting point for the discussion.

3. Conduct the Review Meeting: Use the template as a guide
during the performance review meeting. Cover each
section systematically, ensuring you discuss performance
criteria, achievements, and areas for improvement.
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. Encourage Two-Way Communication: The template includes

sections for both manager and employee comments. Ensure
that you encourage the employee to express their
thoughts and feedback during the review.

. Set Goals and Action Plans: Utilize the “Goals for Next

Period” section to collaboratively set future objectives
and development plans. These should be specific,
measurable, achievable, relevant, and time-bound.

. Document the Discussion: Fill out the template during or

immediately after the review meeting to ensure all
points discussed are accurately recorded.

. Follow-Up: Use the template as a reference for future

check-ins and to monitor the employee’s progress towards
the goals set during the review.

Employee Performance Review Template

Employee Information
- Name:

- Position:

- Department:

- Review Period:

Performance Criteria

. Key Performance Indicators (KPIs):

. Goals Achieved:

Skills and Competencies:

Achievements and Strengths




Areas for Improvement

Goals for Next Period

Overall Rating

- 0
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] Excellent

Very Good
Satisfactory
Improvement Needed
Unsatisfactory

]
]
]
]

Manager Comments

Employee Comments

Instructions for Filling Out the Template:

1. Employee Information
- Name: Enter the full name of the employee being
reviewed.
- Position: Specify the current position or job
title of the employee.
 Department: Indicate the department or team the
employee belongs to.
- Review Period: Note the time frame that this
review covers, such as “Jan 2023 — Dec 2023".
2. Performance Criteria
- Key Performance Indicators (KPIs): List the
specific metrics or objectives the employee was
expected to achieve during the review period.



= Goals Achieved: Document the goals set at the last
review and indicate whether they were met.

- Skills and Competencies: Evaluate the skills and
competencies relevant to the employee’s role,
noting areas of strength and those needing
improvement.

. Achievements and Strengths

» List significant accomplishments of the employee
during the review period, highlighting how these
achievements have positively impacted the team or
organization.

. Areas for Improvement

» Identify specific areas where the employee could
improve, offering constructive feedback and
suggestions for development.

. Goals for Next Period

= Set clear, achievable goals for the employee to
accomplish in the next review period. These should
be aligned with both the employee’s career
aspirations and the organization’s objectives.

. Overall Rating

» Based on the discussion and evaluation, assign an
overall performance rating according to your
organization’s rating system (e.g., Excellent,
Very Good, Satisfactory, etc.).

. Manager Comments

= As a manager, provide a summary of the employee’s
performance, highlighting key points discussed
during the review.

. Employee Comments

 Encourage the employee to share their thoughts
about the review, including feedback on the
process, their performance, and any support they
might need.



