Performance Review

Employee Name and ID: 			 Position: 
	
	



Date of Review:				 Period/Dates Under Review: 
	
	



Supervisor/Manager:
	




[bookmark: _kfhmu4tfy7qa]1. Overall Quality of Work
Completes tasks accurately, thoroughly, and according to company standards.
· 5 – Exceptional
· 4 – Exceeds Expectations
· 3 – Meets Expectations
· 2 – Needs Improvement
· 1 – Unsatisfactory
Comments / Examples:


[bookmark: _e7a2jo7h1vgb]2. Productivity & Reliability
Manages workload effectively, follows through on responsibilities, and completes assignments on time.
· 5 – Exceptional
· 4 – Exceeds Expectations
· 3 – Meets Expectations
· 2 – Needs Improvement
· 1 – Unsatisfactory
Comments / Examples:


[bookmark: _idjqs5ncggqo]3. Job Knowledge & Skill
Demonstrates understanding of job duties, processes, tools, and required procedures.
· 5 – Exceptional
· 4 – Exceeds Expectations
· 3 – Meets Expectations
· 2 – Needs Improvement
· 1 – Unsatisfactory
Comments / Examples:


[bookmark: _tmvqvkreigzh]4. Teamwork & Communication
Works cooperatively with team members and supervisors. Communicates clearly and professionally.
· 5 – Exceptional
· 4 – Exceeds Expectations
· 3 – Meets Expectations
· 2 – Needs Improvement
· 1 – Unsatisfactory
Comments / Examples:


[bookmark: _e5sc15ymg3ia]5. Attendance & Dependability
Maintains consistent attendance and adheres to scheduling expectations.
· 5 – Exceptional
· 4 – Exceeds Expectations
· 3 – Meets Expectations
· 2 – Needs Improvement
· 1 – Unsatisfactory
Comments / Examples:


[bookmark: _yo4chi9zeisp]Overall Performance Summary
· 5 – Exceptional
· 4 – Exceeds Expectations
· 3 – Meets Expectations
· 2 – Needs Improvement
· 1 – Unsatisfactory
Final Comments/Areas For Improvement:



Employee Signature: ___________________________
 Date: ___________________________
Supervisor Signature: ___________________________
 Date: ___________________________
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