LEADERSHIP-TOOLS.COM
Employee Performance Appraisal

	Employee Name
	

	Position / Role
	

	Department / Location
	

	Review Period
	

	Leader Name
	

	Date of Review
	

	Review Type
	☐  90-Day
	☐  Quarterly
	☐  Semi-Annual
	☐  Annual



How This Form Works
	1
	Leader
	Enter competencies and Fully Meets standards, then send the form to the employee.

	2
	Employee
	Complete self-assessment comments under each competency and return the form by the due date. Comments only, no ratings are required.

	3
	Leader
	Review self-assessment comments, then add leader comments and a rating for each competency, followed by the overall comments and final rating.

	4
	Both
	The employee receives the completed review the day prior to the meeting. Meet to review and discuss, agree on any changes, sign and submit to the next level or file.



Rating Scale Definitions
The leader assigns all ratings. 
	5
	Exceptional
	Well beyond what the role requires, consistently, in ways others notice and benefit from.

	4
	Exceeds Expectations
	Regularly goes past the standard and lifts the quality of the work around them.

	3
	Fully Meets Expectations
	Good performance. The job gets done to standard, reliably, without anyone chasing it.

	2
	Partially Meets Expectations
	Meets the standard in some areas and falls short in others, in ways both people can name.

	1
	Not Meeting Expectations
	Falls short in ways that affect the work, the team, or the customer. Needs a documented plan.

	n/r
	Not Observed This Period
	No real opportunity to see this competency during the period. Leave it unrated. This is a note about circumstances and it carries no weight in the final rating.




	Competency Review



Leader: write in each competency and its standard definition before sending this form. 
Employees: under each competency, write what went well, what got in the way, and anything your leader should know. Comments based on specific data and examples are encouraged. There are no ratings for you to fill in.
	Competency 1
	

	Fully Meets Expectations standard is defined as:
	


	Employee comments

	



	Leader comments

	



	Rating
	☐  5
	☐  4
	☐  3
	☐  2
	☐  1
	☐  Not Observed



	Competency 2
	

	Fully Meets Expectations standard is defined as:
	


	Employee comments

	



	Leader comments

	



	Rating
	☐  5
	☐  4
	☐  3
	☐  2
	☐  1
	☐  Not Observed



	Competency 3
	

	Fully Meets Expectations standard is defined as:
	


	Employee comments

	



	Leader comments

	



	Rating
	☐  5
	☐  4
	☐  3
	☐  2
	☐  1
	☐  Not Observed



	Competency 4
	

	Fully Meets Expectations standard is defined as:
	


	Employee comments

	



	Leader comments

	



	Rating
	☐  5
	☐  4
	☐  3
	☐  2
	☐  1
	☐  Not Observed



	Competency 5
	

	Fully Meets Expectations standard is defined as:
	


	Employee comments

	



	Leader comments

	



	Rating
	☐  5
	☐  4
	☐  3
	☐  2
	☐  1
	☐  Not Observed



	Competency 6
	

	Fully Meets Expectations standard is defined as:
	


	Employee comments

	



	Leader comments

	



	Rating
	☐  5
	☐  4
	☐  3
	☐  2
	☐  1
	☐  Not Observed



	Competency 7
	

	Fully Meets Expectations standard is defined as:
	


	Employee comments

	



	Leader comments

	



	Rating
	☐  5
	☐  4
	☐  3
	☐  2
	☐  1
	☐  Not Observed



	Competency 8
	

	Fully Meets Expectations standard is defined as:
	


	Employee comments

	



	Leader comments

	



	Rating
	☐  5
	☐  4
	☐  3
	☐  2
	☐  1
	☐  Not Observed




	Overall Comments and Final Rating



	Employee overall comments

	






	Leader overall comments

	






	Final rating for this period
	☐  5
	☐  4
	☐  3
	☐  2
	☐  1




Focus for Future Development (For discussion during review)
	Where to focus next

	




	What support is needed

	






Acknowledgement

	Employee comments on the completed review (optional)

	







	My signature confirms this review was discussed with me. It does not necessarily indicate agreement with the ratings.



	Employee signature
	
	Date
	

	Leader signature
	
	Date
	

	Next-level leader
	
	Date
	


The next-level signature line applies only where your organization requires it.
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