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A structured evaluation that pairs every rating with written evidence and examples.
Fillable PDF  ·  type directly into the fields, then save or print

EMPLOYEE NAME JOB TITLE SUPERVISOR / REVIEWER

DEPARTMENT REVIEW PERIOD FROM REVIEW PERIOD TO

I.  Core performance categories

Quality of work —  Accuracy, thoroughness, and consistency of output

Exceeds expectations Meets expectations Needs improvement Unacceptable
COMMENTS & EXAMPLES

Productivity & time management —  Volume of work and ability to meet deadlines

Exceeds expectations Meets expectations Needs improvement Unacceptable
COMMENTS & EXAMPLES

Communication —  Clarity and effectiveness in written and verbal communication

Exceeds expectations Meets expectations Needs improvement Unacceptable
COMMENTS & EXAMPLES

Teamwork & collaboration —  Works well with others and contributes to team goals

Exceeds expectations Meets expectations Needs improvement Unacceptable
COMMENTS & EXAMPLES
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Teamflect Automate Your Performance ReviewsEmployee Evaluation Form  ·  continued

Problem-solving & judgment —  Makes well-reasoned decisions; resourceful under pressure

Exceeds expectations Meets expectations Needs improvement Unacceptable
COMMENTS & EXAMPLES

Initiative & adaptability —  Self-starts, embraces change, and seeks responsibility

Exceeds expectations Meets expectations Needs improvement Unacceptable
COMMENTS & EXAMPLES

II.  Job-specific criteria

Job-specific criterion 1:

Exceeds expectations Meets expectations Needs improvement Unacceptable
COMMENTS & EXAMPLES

Job-specific criterion 2:

Exceeds expectations Meets expectations Needs improvement Unacceptable
COMMENTS & EXAMPLES

III.  Overall rating

Exceeds expectations
Consistently performs above the
requirements of the role

Meets expectations
Satisfies all essential requirements;
periodically exceeds them

Needs improvement
Performs below standards; a development
plan is required

Unacceptable
Does not perform required duties;
immediate action needed

IV.  Goals & comments
Performance goals for the next period (objectives and steps to improve or develop)

Employee comments (optional)

Acknowledgement: the employee has had the opportunity to discuss this evaluation and has received a copy. Signing does not necessarily indicate agreement.

Employee signature Date Manager signature Date
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