Annual Performance Review Form

The review should be undertaken in line with the guidance provided in the Guide to performance management.

	
	
	
	
	
	
	

	
	Name
	
	
	Job title
	
	

	
	Job family
	
	
	Level
	
	

	
	Period of review
Start
	
	
	To
	
	

	
	
	
	
	
	
	


	
	
	
	
	
	
	

	
	I confirm that this as an accurate summary of the review discussion outcome.
	

	
	Manager’s signature
	
	
	Date
	
	

	
	Jobholder’s signature
	
	
	Date
	
	

	
	
	
	
	
	
	


	Please return final completed assessment to reviewing manager by
	

	Reviewing manager to then provide a copy to the jobholder by
	

	Reviewing manager to send the original review to divisional\regional HR by
	


Reviewing Objectives and Performance
Take forward development requirements identified from the Review on to your personal development planning process in line with the guidance provided in the Guide to performance management.

Review of Performance

	Comment below on the overall performance of the jobholder throughout the review period, in respect of their key responsibilities, objectives and associated competencies.




Comment specifically on each objective agreed earlier in the year including those added or amended.

Was the objective achieved to the required standard and were the appropriate competencies demonstrated? 

Which areas require further development?

	Objective 1 



	Objective 2 



	Objective 3 



	Objective 4 



	Objective 5 



	Objective 6 



	Objective 7 



	Objective 8 

Performance Development Needs



Upward feedback to Manager

	Feedback to your manager about how you feel you have been managed during the review period and any areas your manager could improve upon.




Recommended Performance Rating

	Having conducted the above review I have rated the above jobholder at the following level of performance in line with the guidance provided in the Guide to performance management.

	Please tick
	Entry  FORMCHECKBOX 

	Not fully proficient    FORMCHECKBOX 

	Proficient/Good  FORMCHECKBOX 

	Outstanding   FORMCHECKBOX 



Jobholder’s Comments

	Make any comments on your review including any disagreement about your rating.




Overview Manager’s Comments

I agree with the reviewing manager’s rating  FORMCHECKBOX 

	Comments:




	I do not agree with the reviewing manager’s rating for the following reasons:-




Final Rating

	
	
	
	
	

	Please tick
	Entry  FORMCHECKBOX 

	Not fully proficient   FORMCHECKBOX 

	Proficient/Good  FORMCHECKBOX 

	Outstanding   FORMCHECKBOX 



	
	
	
	
	
	
	

	
	Overview manager’s signature
	
	
	Date
	
	

	
	Job title
	
	
	
	
	

	
	
	
	
	
	
	


Performance Review Form - March 2000

Performance Review Form – November 2006

