
Performance Review Form 
Job Definition  
1. Attach a current position description; if applicable, make note of any significant changes since last year’s performance review. 

  

2. If performance goals were set at the last performance review, attach a copy of these goals and comment on the employee’s 
progress. 

 Performance Competencies (Depending on position, some competencies may be more relevant than others.) 

  OFFICIAL RATING 

5_Exceptional: Performance is consistently superior and significantly exceeds position requirements. 
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4_Exceeds Expectations Performance frequently exceeds position requirements. 

3_Meets Expectations Performance consistently meets position requirements. 

2_Improvement Needed Performance meets some, but not all position requirements. 

1_Unsatisfactory: Performance consistently fails to meet minimum position requirements; employee 
lacks skills required or fails to utilize necessary skills. 

N/A_New/Not Applicable: Employee has not been in position long enough to have demonstrated the essential 
elements of the position and will be reviewed at a later agreed upon date. 

1. INCLUSIVENESS: Shows respect for people and their differences; promotes fairness and 
equity; engages the talents, experiences, and capabilities of others; fosters a sense of 
belonging; works to understand the perspectives of others; and creates opportunities for access 
and success. 

Brief explanation and examples:        
 
 

 
 

 
 

 
 

 
 

 
 

 
 

2. STEWARDSHIP: Implements a process or takes some action that significantly reduces risk on 
agency (e.g., making information for decision-making more accessible, reliable, consistent, and 
secure; supporting continuity planning or emergency preparedness; etc.). 

Brief explanation and examples:        
 
 

 
 

 
 

 
 

 
 

 
 

 
 

3. PROBLEM SOLVING/DECISION MAKING:  Skilled at Problem solving - Identifies problems, 
involves others in seeking solutions, conducts appropriate analyses, searches for best solutions; 
responds quickly to new challenges. Decision making - Makes clear, consistent, transparent 
decisions; acts with integrity in all decision making; distinguishes relevant from irrelevant 
information and makes timely decisions. 

Brief explanation and examples:        
 
 

 
 

 
 

 
 

 
 

 
 

 
 

4. COMMUNICATION: Communicates effectively with supervisor, peers, and customers. Connects 
with peers, subordinates and customers, actively listens, clearly and effectively shares 
information, demonstrates effective oral and written communication skills 

Brief explanation and examples:        
 
 

 
 

 
 

 
 

 
 

 
 

 
 

5. QUALITY IMPROVEMENT: Proficient at improving work methods and procedures as a means 
toward greater efficiency. Strives for efficient, effective, high quality performance; delivers timely 
and accurate results; resilient when responding to situations that are not going well; takes 
initiative to make improvements 

Brief explanation and examples:        
 

 
 

 
 

 
 

 
 

 
 

 
 

Employee’s Name:         

Title:         

Supervisor:         

Review Period:       



  OFFICIAL RATING 

5_Exceptional: Performance is consistently superior and significantly exceeds position requirements. 
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4_Exceeds Expectations Performance frequently exceeds position requirements. 

3_Meets Expectations Performance consistently meets position requirements. 

2_Improvement Needed Performance meets some, but not all position requirements. 

1_Unsatisfactory: Performance consistently fails to meet minimum position requirements; employee 
lacks skills required or fails to utilize necessary skills. 

N/A_New/Not Applicable: Employee has not been in position long enough to have demonstrated the essential 
elements of the position and will be reviewed at a later agreed upon date. 

6. LEADERSHIP:  Holds self-accountable, accepts responsibility for own work; develops trust and 
credibility; demonstrates honest and ethical behavior; sees tasks through to completion in a 
timely manner 

Brief explanation and examples:        
 
 

 
 

 
 

 
 

 
 

 
 

 
 

7. TEAMWORK: Cooperates and collaborates with colleagues as appropriate; works in partnership 
with others 

      Brief explanation and examples:        

 

 
 

 
 

 
 

 
 

 
 

 
 

8. SERVICE FOCUS:  Values the importance of delivering high quality, innovative service to 
internal and external clients; understands the needs of the client; customer service focus. 

 Brief explanation and examples:        

 

      

9. Reliable (attendance, punctuality, meeting deadlines) 

Brief explanation and examples:        

 

      

Additional performance competencies for employees with supervisory responsibilities 

10.  MANAGING PEOPLE (Supervisors and Managers only): Inspires and motivates employees to 
perform at their best; Communicates ‘big picture’ vision and team’s integral role in realizing that 
vision; Hires and develops staff to maximize productivity, innovation, and teamwork; Follows 
Performance Management principles and practices; Recognizes and rewards 
accomplishments; Delegates and assigns work based on skills, performance objectives, and 
development opportunities.  

Brief explanation and examples:        

      

11.   STRATEGIC PLANNING AND ORGANIZING:  Understands and communicates strategic 
goals and plans to achieve them; Mobilizes resources to achieve shared strategic vision and 
goals; Aligns knowledge and talent with program goals; Develops and implements metrics to 
measure results; Anticipates and solves problems. 

Brief explanation and examples:        

 

      



Performance Summary (attach additional pages as necessary) 

1. List aspects of employee’s performance that contribute to his or her effectiveness. 

       

2. List aspects of employee’s performance that require improvement for greater effectiveness. 

      

3. In what way is the employee ready for increased responsibility? What additional training will he/she need to be 
successful? 

      

Goal Setting and Development Planning 

4. List the employee’s performance goals for the coming year: 

       

5. List the employee’s development goals for the coming year: 

      

6. In the coming year, how will you provide guidance and assistance for the employee to accomplish his/her goals? 

      
 

This annual performance review will become part of your personnel file.  Please sign below to 
acknowledge that you have received this document. 

 
 

Employee’s Signature:   Date:        

Supervisor’s Signature:   Date:        
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