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Performance Planning and Feedback Guide

	

	

	

	Employee Data

	Name:
	
	Title:
	

	Location:
	
	Department:
	

	

	

	Definitions of Performance Levels

	Exceeds: (E)

Exceeds performance expectations
Meets: (M)

Meets performance expectations
Needs Improvement: (NI)

Needs improvement to meet performance expectations (list specific improvement needed)
Unacceptable: (U)


Does not meet performance expectation (list specific statement illustrating lack of adequate performance)


	Steps in the Review Process

	Setting up the review process:


□
Review the Job Description to ensure it is current.


□
With input from the employee, complete Section 1 of this form:

●
Identify the four highest priority job functions from the job description and list them in the Job Function Column.

 ●
Establish how each job function will be measured and list the measures in the Performance Standard Column

Conducting a review:


□
Schedule the review several weeks in advance.


□
Gather performance information results achieved.


□
Have the employee separately complete a copy of the review form.

□
Conduct performance review (Sections 1-8) with the employee.  It is recommended that the employee be given the opportunity to review his/her performance first.


□
Finalize the Performance Planning and Feedback Guide.


□
Forward review to next level of supervision if appropriate.


□
Copy of review form should be forwarded to Human Resources.


	Section 1
	Job Functions

	Job Function: List the 4 highest priority Job Functions taken directly from the Job Description for this position in 
the space provided below

Performance Standard: Identify the best way to objectively measure performance against each job function, i.e. 
objectives, standards of performance, statements of expectations.

Results: When preparing for a review fill in the results attained and rate the employee’s performance

Note: If a manager wants to evaluate more than 4 job functions, attach additional copies of this sheet.


	Job Function
	Performance Standard
	Results
	Rating

	
	
	
	□  E
□  M
□  NI
□  U

	
	
	
	□  E

□  M

□  NI

□  U 

	
	
	
	□  E

□  M

□  NI

□  U

	
	
	
	□  E

□  M

□  NI

□  U


	Section 2
	JOB BEHAVIORS

	Evaluate employee’s performance on each job behavior that is applicable and important to job success in this position.  Where possible, provide specific examples for each behavior.  This section can be customized by adding additional behaviors in the space provided

	Competency
	Definition
	Examples
	Rating

	
	
	
	E
	M
	NI
	U

	Teamwork
	Works cooperatively with others, willingly assists and shares information and resources to improve work group.
	
	
	
	
	

	Communication

(Verbal & Written)
	Communicates well with management, co-workers, and sub-ordinates, keeps others informed as appropriate.
	
	
	
	
	

	Dependability
	Can be depended upon to be available for work, do it properly, and on time.  Attendance and punctuality is adhered to.
	
	
	
	
	

	Productivity
	Work is accomplished efficiently and accurately, meets expected output of job.
	
	
	
	
	

	Job Knowledge
	Demonstrates good understanding of job and has mastered the essential skills.
	
	
	
	
	

	Work Initiation
	Starts assignments or projects without being told.  Plans and organizes tasks.
	
	
	
	
	

	Quality and Quantity of Work


	Demonstrates commitment and ability to deliver high quality work. Prepares work carefully and accurately. Meets deadlines. Accomplishes an appropriate share of departmental work. Follows through on commitments to students, parents, visitors, and colleagues. Listens to instructions and asks questions. Contributes to accomplishment of departmental/college mission and goals.
	
	
	
	
	

	Customer Service


	Demonstrates responsiveness to customer needs. Appropriately follows up on customer service concerns. Treats customers with respect.
	
	
	
	
	

	Problem Solving/

Organizational Skills


	Takes responsibility for resolving problems and complaints. Seeks assistance when needed from supervisors or co‑workers. Uses resources effectively. Organizes work flow by setting priorities for job completion.
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Section 3
	MANAGERIAL COMPETENCIES

	If this position has supervisory responsibilities, evaluate the following management competencies and provide examples where possible.  This section can be customized by adding additional competencies in the space provided.

	Competency
	Definition
	Examples
	Rating

	
	
	
	E
	M
	NI
	U

	Judgment and Decision Making
	Accumulates relevant information prior to making decisions, evaluates alternatives and makes timely decisions.
	
	
	
	
	

	Action Orientation
	Seizes opportunities and tackles problems as they arise, not fearful of challenges nor taking action.
	
	
	
	
	

	Integrity & Trust
	Seen as direct and truthful.  Treats all individuals fairly and with respect.


	
	
	
	
	

	Creative Thinking & Problem Solving
	Analyzes situations and identifies innovative solutions, thinks beyond convention and fosters environment for creative thinking.
	
	
	
	
	

	Quality and Quantity of Work


	Demonstrates commitment and ability to deliver high quality work. Prepares work carefully and accurately. Meets deadlines. Accomplishes an appropriate share of departmental work. Follows through on commitments to students, parents, visitors, and colleagues. Listens to instructions and asks questions. Contributes to accomplishment of departmental/college mission and goals.
	
	
	
	
	

	Customer Service


	Demonstrates responsiveness to customer needs. Appropriately follows up on customer service concerns. Treats customers with respect.
	
	
	
	
	

	Problem Solving/

Organizational Skills


	Takes responsibility for resolving problems and complaints. Seeks assistance when needed from supervisors or co‑workers. Uses resources effectively. Organizes work flow by setting priorities for job completion.
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Section 4
	Other Accomplishments/Achievements

	List any accomplishments outside of the employee’s normal job…projects, committees, problem-solving etc.

	  

	Section 5
	Employee Training or Education

	List training or other resources that can enable the employee to be more successful in current and/or future positions.

	

	Section 6
	Goals and Objectives for Next Performance Period

	In this space or on a separate sheet of paper identify the priorities for the job in the next performance period.

	


	Section 7
	Overall Performance Rating and Summary of Review 

	Exceeds
	Meets
	Needs Improvement
	Unacceptable

	Summary of performance and review of employee strengths and/or improvement needs:



	Section 8
	Employee Comments

	

	Approvals

	Employee Signature:
	
	Date:
	

	Supervisor Signature:
	
	Date:
	

	Reviewed By:
	
	Date:
	

	(Next level of management)


