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  PERFORMANCE SCORECARD
  Annual / Quarterly Employee Performance Review Template

	Employee Name
	
	Manager Name
	

	Job Title
	
	Review Period
	Q__ / ____ to Q__ / ____

	Department
	
	Review Date
	



	How to Use This Template
1.  At the start of the review cycle: Fill in Sections 1 and 2 with agreed goals and competencies.
2.  At each check-in: Update progress notes in the Goals table (Q1 Update column).
3.  End of cycle: Complete all scores, ratings, and comments (Sections 2–6).
4.  Review conversation: Discuss findings with the employee before finalizing.
5.  Sign-off: Both parties review, sign, and retain a copy. Submit to HR as required.
6.  Customization: Adapt column labels, competency names, and rating scale to match your organization's framework.


  Section 1: Goals and KPIs
List agreed goals and measurable targets. Update progress at each check-in. Score each goal at cycle end (1–5).

	Goal / KPI
	Target
	Q1 Update
	Q2 Update / Final Score
	Weight (%)

	e.g. Increase CSAT score to 90%
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


  Section 2: Competency Assessment
Rate each competency using the scale in Section 3. Add specific examples or evidence in the final column.

	Competency
	Expected Level
	Demonstrated Level
	Supporting Evidence / Notes

	Communication
	
	
	

	Collaboration & Teamwork
	
	
	

	Problem Solving
	
	
	

	Initiative & Ownership
	
	
	

	Role-Specific Skill
	
	
	


  Section 3: Rating Scale Reference
Use this scale consistently across all scored sections. All managers should calibrate to these definitions before finalizing ratings.

	Score
	Rating Label
	Definition

	5
	Exceptional
	Consistently exceeds all expectations; role model for others; delivers outstanding business impact.

	4
	Exceeds Expectations
	Frequently surpasses goals; demonstrates strong initiative and delivers above-target results.

	3
	Meets Expectations
	Fully achieves agreed goals and competencies; solid, reliable contributor.

	2
	Needs Improvement
	Partially meets expectations; targeted development plan required for next cycle.

	1
	Unsatisfactory
	Significant gaps in performance or behavior; immediate action plan required.


  Section 4: Overall Performance Score
Calculate the weighted average from Section 1. Select the matching rating label and recommended outcome.

	Weighted Average Score
	Final Rating Label
	Recommended Outcome

	_____ / 5.0
	
	e.g. Merit increase / PIP / Promotion


  Section 5: Manager Comments
Complete this section after discussing ratings with the employee. Be specific and forward-looking.

Strengths observed this period:
	Describe 2–3 specific strengths with examples...







Areas for development:
	Note constructive areas for growth, with context...







Recommended actions or support:
	Training, mentoring, tools, or organizational support recommended...





  Section 6: Employee Self-Assessment
Completed by the employee before the review conversation. Responses inform the discussion and are not scored.

What I accomplished this period:
	Describe your key achievements and contributions...







Where I faced challenges:
	Describe obstacles and how you navigated them...







What I need to perform better next cycle:
	Resources, support, clarity, or changes that would help...





  Section 7: Development Plan
Co-created by manager and employee. Each area should have a clear action, timeline, and owner.

	Development Area
	Action / Activity
	Timeline
	Support Required

	
	
	
	

	
	
	
	

	
	
	
	


  Section 8: Next Cycle Goals (Preview)
Draft 2–3 goals for the upcoming review cycle. These will be confirmed at the start-of-cycle check-in.

	Goal / KPI (Draft)
	Target Metric
	Notes / Context

	
	
	

	
	
	

	
	
	





	
Manager Signature
Date: ______________
	
Employee Signature
Date: ______________
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