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Using This Template: Performance Evaluation Form

Guidelines
When using this template please follow the following guidance:
· When applying your organization’s branding to the “Title” or “Headings”, please use the “Styles” section and update the changes there.
· Review the instructions for each section to ensure that it follows your organization’s policies and processes for performance management.
· If you are modifying the tables, please ensure that you modify the alt text for the tables under “Table Properties”.
· Please ensure that you replace any placeholders. A quick way to see if any is remaining is to use the “Find” feature (ctrl + f), and search for the “[“ symbol. Any placeholder text has been enclosed in these square brackets, “[“ and “]”.
If you are creating custom performance evaluation documents and would like to have our team review them, please connect with us through our website.

Performance Evaluation Form
Introduction
This performance evaluation form is to be used annually be People Leaders to document the annual review of each Direct Report’s performance. The information documented on this form should be reflective of the notes and progress that have been documented in previous performance check-in forms.
Please maintain this document as a Word document and do not convert it to a PDF.
For full details on the performance management process, please refer to the Human Resources Handbook.
[Insert descriptive text for the HR Handbook that links to a copy of the HR Handbook]
Rating Scale and Terminology
Ratings
Exceptional: This rating is used when someone consistently does their job extremely well, goes beyond what is expected, and makes a positive difference that is clearly above the normal requirements of the role.
Above Average: This rating is used when someone regularly does more than what is expected in their role, shows strong skills and initiative, and delivers work that is better than most people in similar positions.
Average: This rating is used when someone does their job well, meets the expectations of the role, and delivers work at the level that is normally required.
Satisfactory: This rating is used when someone meets the basic requirements of the role but may need support, coaching, or more consistency to fully meet expectations.
Unsatisfactory: This rating is used when someone does not meet the core expectations of the role and needs significant improvement, additional support, or a formal plan to address performance issues.
Terminology
[Insert any explanations of terminology that will help someone understand this form. Try and put yourself in the shoes of someone who just started at your company and assess whether you would know what something means.]
Employee Information
Employee Name: John Doe
Employee Number: 12345678910
Job Title: Executive Assistant to the Director of Strategic Planning
Start Date of Performance Period: April 1, 2027
End Date of Performance Period: March 31, 2028
People Leader(s)
The following table is used to document the People Leader for the Employee whose performance is being evaluated in this document. 
· Please add a row to the table if the Employee being evaluated had multiple People Leaders for this performance period. 
· If there was only one People Leader for the performance period, the start date and end date value in the table below should reflect the start date and end date of the entire performance period.
	People Leader
	Start Date of Leading Employee During Performance Period
	End Date of Leading Employee During Performance Period

	
	
	


Accessibility Supports
This table will be used to identify if any accessibility supports were requested by the Employee during this performance period and which goals or competencies may have been impacted during the negotiation, procurement, and implementation of the support. As per the HR Handbook:
· The need for an accessibility support is not to be factored into the rating of the employee.
· The employee’s performance for the goals and competencies identified as being impacted by the lack of accessibility support during the negotiation, procurement, and implementation process will not be measured for that period. For instance,
· If it took four weeks from the point of the request for an accessibility support to the point of implementation, then the performance during that period of four weeks for the goals and competencies identified, will not be reflected in the ratings below.
· Continuing with the assumption that it took four weeks to implement an accessibility support, if the Employee has a goal of five new sales per month (60 per year) and they are being evaluated for a full performance year, then they will only be evaluated for 11 months (treating four weeks as one month, reducing it from the full performance year of 12 months). Thus, their goal they’ll be rated against is 55 sales (five new sales per month for 11 months) for this performance year.
· If no accessibility supports were requested during this performance year, please skip this section. We ask that you do not remove it from the form so that Employees remain aware of this practice.
	Date Accessibility Support Was Requested
	Date Accessibility Support Was Implemented
	Duration of Time From the Date Requested to the Date Implemented
	Goals and / or Competencies Impacted
	Notes

	
	
	
	
	

	
	
	
	
	



Performance Goals
The following table is used to document what the performance goals were for this past year, the method for measurement, the outcome, and the rating. 
· Please use the provided rating scale at the start of this document. 
· Do not abbreviate the rating. For instance, instead of “EX” please use “Exceptional”.
· Please delete any unused rows.
	Objective
	Method of Measurement
	Results
	Employee Rating
	People Leader Rating
	Notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Development Goals
The following table is used to document what the development goals were for this past year, the activities included, the method for measurement, the outcome, and feedback from the People Leader. 
· Please note that these goals are not rated.
· Please delete any unused rows.
	Objective
	Actions Taken
	Method of Measurement
	Outcome
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Competencies
The following table is used to document the Employee’s performance within the identified competencies for their role at the organization.
· Please use the provided rating scale at the start of this document. 
· Do not abbreviate the rating. For instance, instead of “EX” please use “Exceptional”.
· Please delete any unused rows.
	Competency
	Employee Rating
	People Leader Rating
	Rationale for Rating

	Communication: The Direct Report can effectively communicate with all stakeholders, internal and external, that they interact with through their role.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Employee Self-Evaluation
The Employee is to use the section below to complete their self-evaluation for the indicated performance period. 
· The “Date Self-Evaluation Was Completed” is the date that the Employee is filling out this information.
· The “Self-Evaluation Comments” is where the Employee puts their reflections and overall thoughts on their performance for this performance period.
Date Self-Evaluation Was Completed: 
Self-Evaluation Comments: 
People Leader’s Evaluation Summary
The People Leader is to use the section below to summarize their evaluation for the indicated Employee during this Performance Period. 
· The “Date Evaluation Was Completed” is the date that the People Leader is filling out this information.
· The “Evaluation Comments” is where the People Leaders puts their reflections and overall thoughts on the Employee’s performance for this performance period.
· The “Date People Leader Reviewed Evaluation with the Employee” is the date that the People Leader and Employee met to review the completed evaluation form.
Date Evaluation Was Completed: 
Evaluation Comments: 
Date People Leader Reviewed Evaluation with the Employee:
Next Steps
[Document what steps that the People Leader and / or Employee need to take upon completion of the form and the meeting to review the form. Typically it is used for indicating where or how this document is submitted either to Human Resources or Leadership.]
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