PERFORMANCE REVIEW TEMPLATE

			EMPLOYEE INFO

	EMPLOYEE NAME
	
	START DATE
	Enter employee start date.

	EMPLOYEE POSITION
	
	REVIEW DATE
	Enter performance review date.

	EVALUATOR NAME
	
	REVIEW TYPE
	Choose review type.

	

	PERFORMANCE EVALUATION

	UNSATISFACTORY
	Performance consistently fails to meet minimum requirements; fails to utilize skills or lacks skillset

	BELOW EXPECTATIONS
	Performance meets some, but not all requirements; underutilizes skills or needs to improve skillset

	MEETS EXPECTATIONS
	Performance meets requirements; regularly utilizes skills or possess adequate skillset

	ABOVE EXPECTATIONS
	Performance exceeds some requirements; consistently utilizes skills or above average skillset

	EXCEPTIONAL
	Performance consistently exceeds or goes above and beyond requirements; advanced skillset

	

COMPETENCIES
	

COMMENTS
	UN- SATISFACTORY
	BELOW EXPECTATIONS
	MEETS EXPECTATIONS
	ABOVE EXPECTATIONS
	EXCEPTIONAL

	Productivity: works efficiently and to full potential
	
	☐
	☐
	☐
	☐
	☐

	Quality: consistently provides accurate work
	
	☐
	☐
	☐
	☐
	☐

	Time Management: uses time effectively and meets deadlines
	
	☐
	☐
	☐
	☐
	☐

	Organization: optimizes scheduling and ensures smooth workflows
	
	☐
	☐
	☐
	☐
	☐

	Execution: pursues and follows through on tasks to ensure successful completion
	
	☐
	☐
	☐
	☐
	☐

	Communication: conveys information professionally and effectively
	
	☐
	☐
	☐
	☐
	☐

	Cooperation: works collaboratively with others and complies with directives
	
	☐
	☐
	☐
	☐
	☐

	Initiative: demonstrates resourcefulness and works proactively when feasible
	
	☐
	☐
	☐
	☐
	☐

	Adaptability: responds flexibly to new challenges or changes
	
	☐
	☐
	☐
	☐
	☐

	Ownership: takes responsibility for their own work
	
	☐
	☐
	☐
	☐
	☐

	Dependability: punctual and reliable
	
	☐
	☐
	☐
	☐
	☐

	Collegiality: fosters a respectful, considerate, and inclusive workplace
	
	☐
	☐
	☐
	☐
	☐

	Feedback: accepts constructive feedback and strives to makes improvements
	
	☐
	☐
	☐
	☐
	☐

	Patient Relations: interacts respectfully and promotes patient wellbeing
	
	☐
	☐
	☐
	☐
	☐

	Proficiency: possesses necessary knowledge to perform job duties
	
	☐
	☐
	☐
	☐
	☐

	Technical Skills: effectively utilizes computer programs and navigates electronic records
	
	☐
	☐
	☐
	☐
	☐

	Integrity: demonstrates the practice’s values and maintains confidentiality
	
	☐
	☐
	☐
	☐
	☐



Page 2 | 2

FEEDBACK
PLEASE INDICATE AREAS OF STRENGTH OR EXCELLENCE
PLEASE INDICATE AREAS REQUIRING IMPROVEMENT OR ATTENTION
GOALS
PLEASE OUTLINE GOALS AND/OR OBJECTIVES FOR THE UPCOMING YEAR
REQUIRED TRAINING AND RESOURCES TO SUPPORT GOALS

COMMENTS AND APPROVAL
EMPLOYEE COMMENTS
EVALUATOR COMMENTS
EMPLOYEE SIGNATURE
 X	
EVALUATOR SIGNATURE
X


	
