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

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

	Team Size:
	[Number] direct / [Number] total



	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]



Rating Scale
	Rating
	Label
	Meaning

	5
	Outstanding
	Consistently exceeds all expectations; a role model for others

	4
	Exceeds Expectations
	Frequently goes beyond targets and standards

	3
	Meets Expectations
	Fully delivers what the role requires

	2
	Needs Improvement
	Meets some expectations; clear gaps to close

	1
	Unsatisfactory
	Does not meet the basic requirements of the role



Section A: Team Metrics
	Metric
	Target
	Actual
	Comments

	Team target achievement (%)
	[Target]
	[Actual]
	[Comments]

	Voluntary attrition (%)
	[Target]
	[Actual]
	[Comments]

	Average time to fill open roles (days)
	[Target]
	[Actual]
	[Comments]

	Appraisals and reviews completed on time (%)
	[Target]
	[Actual]
	[Comments]



Section B: Business Results
	Objective
	Weightage (%)
	Achievement
	Rating (1–5)

	[Objective 1]
	[%]
	[Achievement]
	[Rating]

	[Objective 2]
	[%]
	[Achievement]
	[Rating]

	[Objective 3]
	[%]
	[Achievement]
	[Rating]



Section C: People Leadership
	Competency
	Rating (1–5)
	Example

	Sets clear goals and expectations
	[Rating]
	[Example]

	Coaches and develops team members
	[Rating]
	[Example]

	Gives timely, fair feedback and ratings
	[Rating]
	[Example]

	Hires well and onboards effectively
	[Rating]
	[Example]

	Builds a respectful, safe workplace (POSH, grievance handling)
	[Rating]
	[Example]

	Communicates change and decisions
	[Rating]
	[Example]



Section D: Upward Feedback Summary
	Themes the team appreciates
	[Themes]

	Themes the team wants improved
	[Themes]



Section E: Overall Rating and Development
	Overall rating (1–5)
	[Rating]

	Leadership behaviour to build next
	[Behaviour]

	Development support (programme, coach, mentor)
	[Support]



Manager comments:
[Employee Comments]

	______________________________
Manager Reviewed
[Employee Name]
Date: [Date]
	______________________________
Reviewing Leader
[Reporting Manager]
Date: [Date]
	______________________________
HR Business Partner
[HR Name]
Date: [Date]
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