[Company Logo]   [Company Name]
PERFORMANCE RATING SHEET
	Company:
	[Company Name]

	Department:
	[Department]

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

	Rated By:
	[Reporting Manager]



Parameter Rating Scale (1–5 per parameter)
	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



Team Ratings
	Emp. ID
	Employee Name
	Target Achievement
	Quality
	Attendance & Discipline
	Teamwork
	Initiative
	Total (25)
	Final Band
	Remarks

	[Employee ID]
	[Employee Name]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[Total]
	[Band]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[Total]
	[Band]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[Total]
	[Band]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[Total]
	[Band]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[Total]
	[Band]
	[Remarks]



Score to Final Band Conversion
	Total Score
	Final Band

	23–25
	A – Outstanding

	19–22
	B – Exceeds Expectations

	15–18
	C – Meets Expectations

	10–14
	D – Needs Improvement

	5–9
	E – Unsatisfactory



Summary
	Number of employees rated
	[Number]

	Count by band: A [ ] B [ ] C [ ] D [ ] E [ ]
	 

	Employees recommended for an improvement plan
	[Names]




	______________________________
Rated by
[Reporting Manager]
Date: [Date]
	______________________________
Reviewed by HOD
[HOD Name]
Date: [Date]
	______________________________
Received by HR
[HR Name]
Date: [Date]
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