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Performance Review and Employee Development Discussion
PER

between



             Name  _______________________________ and Name   __________________________            


            (Employee)                                                                       Manager/Department

                         _______________________

                                           E. No./Department

Date :    _________________________________________
Date of last discussion  : __________________________


PER Department

____________________________                                                 ______________________

                                       (Signature)                                                                                                        (Date)
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Performance Review and Employee Development Discussion

Part 1 : Past Objectives/Actions

1.  Employed as  ___________________________________________________

                                                                     Job Title

       Short description of range of tasks and/or areas of responsibility 



2.  Past objectives achieved/Actions completed in the period -

      ______________ to ______________  

       Main objectives                                  Indication of  objectives achieved/actions completed  for example 

extent to which objectives have been achieved, deviation, circumstances within and outside the employee’s control.                                                           


3.   Past actions carried out to maintain/increase individual performance

                                           For example  :     Taken   part  in  professional  courses,  involved  in  special   tasks,  

Projects, consulted the manager in matters of conduct or on professional/technical issues.
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Performance Review and Employee Development Discussion

Part 2 : Review Points
4.    Criteria for reviewing all employees  :
Outstand-ing
Often exceeds require-ments
Is fully effective
In general meets standard required
Acceptable in some aspects
Not acceptable

Efficiency

To Complete tasks in an orderly and planned way-meet deadlines







Quality of work carried out:

To work to high standards of quality







Coping:

To complete tasks under adverse conditions







Flexibility:

To deal effectively with changes in tasks and conditions of work







Initiative:

To be able to operate independently and to be pro-active







Ability to solve problems:

To recognise and develop new ideas and solutions







Overview:

To take into account consequences  and implications of actions/solutions for a wide range of organisational

issues and areas of business







Ability to influence:

To win others over by setting an example and showing commitment to ideas, solutions and initiatives







Willing to accept responsibility:

To be willing to take on additional responsibility and to stand up for decisions taken







Co-operation

To work well with others both within and outside own area and to communicate effectively









5.  Additional criteria for assessing employees

      with managerial responsibilities  :

Delegation :

To plan and delegate tasks and to monitor progress in achieving results







Approach to working with teams :

To enhance the overall performance of the team and to integrate individuals into teams wherever possible







Employee Development:

To support employees’ personal and professional development







Motivation:

To channel employees’ commitment to working towards common objectives
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Indicate the overall performance appraisal rating based on Part 1 & Part 2 by marking (() in the appropriate box
1

(
Outstanding
2

(
Often exceeds requirement
3

(
Is fully effective
4

(
In general satisfactory
5

(
Not acceptable 




Performance Review and Employee Development Discussion

Part 3: Future Objectives / Action Plan

6.  Future Objectives agreed for the period-

       ____________________ to ________________

       Objectives                                                                         Advice and contributions required from the manager      



7.   Future actions  Planned to maintain/ increase individual performance

       For examples      (see Part-1 - point 3)           Responsibility of                                        Deadline

   

8.   Additional comments by the Manager

          For example:            with regard to the performance review-opportunities for further professional development, if 

 appropriate, arrange to meet for a development discussion



9.   Additional comments by the Employee
          For example:            with regard to the performance review, views on career prospects and direction, if appropriate 

                                           arrange to meet for a development discussion



      _____________________     ________         _________________       ________         _________________        ________

      Employee’s         Signature          Date           Manager’s    Signature           Date             Reviewer’s  signature           Date

a)    The employee and the manager receive a copy of the completed document.

b)    The employee’s signature acknowledges the contents.  It does not mean the employee

              agrees with the contents of the document.



