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Performance Evaluation and Development Plan
	Employee Name:
	
	Date of Evaluation:
	

	Position:
	
	For Period:
	to:


PHASE 1 – PERFORMANCE EVALUATION

	PART I  SELF-ASSESSMENT OF PERFORMANCE - To be completed by employee based on achievement of goals



	Goals accomplished



	Accomplishments beyond those established above



	Job Responsibility Priorities




	PART II. PERFORMANCE EVALUATION - To be completed by manager / supervisor conducting review, based on achievement of goals.  Manager to comment on strengths / opportunities for improvement regarding key job competencies



	Accomplishments and Results



	Customer Satisfaction



	Teamwork



	Continuous Improvement



	Professional / Technical Knowledge



	Leadership Skills (required for supervisory positions only)



	PART II. continued



	Assessment of Potential



	Potential Replacements (management level only)




	PART III. OVERALL PERFORMANCE ASSESSMENT – Based on goals achieved and key competencies

	
Exceptional

Fully Competent

Developing

Unsatisfactory




	PART IV. PROFESSIONAL & PERSONAL GOALS FOR FOLLOWING REVIEW PERIOD – To be completed by employee and manager



	1.



	2.



	3.



	4.



	5.




________________________________________________________

Employee



Date

________________________________________________________

Manager / Supervisor


Date


PHASE 2 – DEVELOPMENT PLAN

	PART I. SELF-ASSESSMENT OF CAPABILITIES – Employee identify strengths and improvement opportunities related to performance in current assignment



	Strengths



	Opportunities



	What additional learning experience, future programs/positions, and / or relocation interests do you have?




	PART II. DEVELOPMENT REVIEW – To be completed by manager / supervisor



	Development / Training Requirements




	PART III. DEVELOPMENT ACTION PLAN – To be completed by manager / supervisor and to include time frame for completion



	Action






Timing

Responsible
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