[Company Logo]   [Company Name]
EMPLOYEE PERFORMANCE REVIEW FORM
	Company:
	[Company Name]

	Review Date:
	[Date]

	Review Period:
	[DD/MM/YYYY] to [DD/MM/YYYY]



1. Employee Details
	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Date of Joining
	[Date of Joining]

	Work Location
	[Work Location]

	Review Type: Mid-year / Ad-hoc / Transfer / Employee-requested
	 



2. Rating Scale
	Rating
	Label
	Description

	4
	Exemplary
	Performance well above the standard in every area reviewed

	3
	Proficient
	Solid, reliable performance at the expected standard

	2
	Developing
	Progressing, but support is still needed in some areas

	1
	Below Standard
	Performance is not yet acceptable for the role



3. Core Job Factors
	Job Factor
	Rating (1–4)
	Manager Comments

	Quality and accuracy of work
	[Rating]
	[Comments]

	Productivity and meeting deadlines
	[Rating]
	[Comments]

	Job knowledge and skills
	[Rating]
	[Comments]

	Initiative and problem solving
	[Rating]
	[Comments]

	Communication
	[Rating]
	[Comments]

	Teamwork and cooperation
	[Rating]
	[Comments]

	Punctuality and attendance
	[Rating]
	[Comments]

	Adherence to company policies
	[Rating]
	[Comments]



4. Goal Progress
	Goal
	Target Date
	Status (On track / Delayed / Achieved)
	Remarks

	[Goal 1]
	[DD/MM/YYYY]
	[Status]
	[Remarks]

	[Goal 2]
	[DD/MM/YYYY]
	[Status]
	[Remarks]

	[Goal 3]
	[DD/MM/YYYY]
	[Status]
	[Remarks]



5. Manager Summary
	What is going well
	[Comments]

	What should change or improve
	[Comments]

	Support the company will provide
	[Support]

	Overall rating (1–4)
	[Rating]



6. Agreed Action Points
	Action
	Owner
	Due Date

	[Action 1]
	[Owner]
	[DD/MM/YYYY]

	[Action 2]
	[Owner]
	[DD/MM/YYYY]

	[Action 3]
	[Owner]
	[DD/MM/YYYY]



7. Employee Comments and Acknowledgement
I confirm that this review was discussed with me on [Date]. My comments are given below.
[Employee Comments]

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]
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