
 

 

E M P L O Y E E  P E R F O R M A N C E  R E V I E W  

O f f i c e  S t a f f  

 

Employee Name:          Date:        

Reviewer Name/Title:          Period of Review:       

 

Please complete this form carefully and thoroughly, remember its purpose is to:  

▪ Provide objective criteria for a Personnel Performance Evaluation on a standard basis within 

Believe Therapies, LLC.  

▪ Compel an examination of all individual traits affecting employee performance. 

▪ Help to support conclusions and recommendations for positions and compensation 

improvements.  

▪ Produce a fair evaluation of an employee.  

▪ Allow the company to gather feedback from its employees on company operations, 

management performance, communication, growth and goals.  

Procedure:  

▪ Decide for each of the following traits, which have been identified for job success, the level at 

which the employee has performed for this evaluation period. Write the corresponding value 

in the rating column. Once all areas have been rated, add the numbers in the rating column 

to obtain a total score.  

▪ Transfer this total to the rating scale. This will indicate the overall opinion of the employee’s 

performance.  

▪ Refer to the ratings to comment on the employee’s strengths and areas for further 

improvement. The comments should be consistent with the ratings.  

▪ Finally, document the employee’s reaction to this evaluation and make additional 

recommendations for changes, such as rate of pay.  

▪ All information documented on the performance review and discussed during the review 

meeting will, and should, be handled with the upmost privacy. All portions of the performance 

review and meeting will become a permanent attachment in the employee’s personnel file in 

Paycom.  

  



C L I E N T  C A R E  

 

Customer Service: Responsiveness and courtesy in dealing with other staff, clients’, and family members.  

 

 

1 

Employee is not 

responsive and/or 

courteous in 

client/family 

interactions. Employee 

does not listen and is 

unable to reflect and 

explain information 

using terminology 

appropriate to 

audience. Employee 

does not monitor 

understanding by 

asking questions. 

Employee does not 

engage client/family 

in conversations and 

problem-solving 

activities.    

 

2 

Employee is responsive 

and courteous in 

client/family 

interactions only 

occasionally or when 

prompted. Employee 

listens, but struggles 

with reflecting, and 

explaining information 

using terminology 

appropriate to 

audience. Employee 

does not monitor 

understanding by 

asking questions. 

Employee requires 

prompting to engage 

client/family in 

conversations and 

problem-solving 

activities.    

 

3 

Employee is responsive 

and courteous in most 

client/family 

interactions. Employee 

listens, but may show 

some difficulty 

reflecting, and 

explaining information 

using terminology 

appropriate to 

audience. Employee 

monitors 

understanding by 

asking questions but 

may have minimal 

difficulty encouraging 

interactions among all 

participants in the 

conversation. Usually 

engages client/family 

in problem-solving 

activities.    

 

4 

Employee is responsive 

and courteous for all 

client/family 

interactions. Employee 

listens, reflects, and 

explains information 

using terminology 

appropriate to 

audience. Employee 

monitors 

understanding by 

asking questions and 

encouraging 

interactions among all 

participants in the 

conversation. Engages 

client/family in 

problem-solving 

activities.    

 
 

Rating:   SELECT RATING 

Comments:  

 

Client Education & The Therapy Process:  Communicates in a that provides clarity to the client to assist in 

guiding them through the therapy process, answering questions and providing education on our Believe 

process.  
 

1 

Employee does not 

explain the therapy 

process and the 

client is left 

uncertain of 

therapy process 

with unanswered 

questions and open 

timeline. 

 

2 

Employee does not 

explain the therapy 

process and 

although minimum 

information was 

given on timeline, 

the client is still left 

uncertain of 

therapy process. 

 

3 

Employee explains 

the basic therapy 

process and 

provides the client 

with minimum 

information related 

to the therapy 

intake timeline. 

Client is left with a 

basic understanding 

and seems satisfied. 

 

4 

Employee 

thoroughly explains 

the therapy process 

and provides the 

client with a specific 

timeline and 

answers all 

questions, 

prompting client on 

whether clarification 

is needed. 

Employee ensures 

client is left with a 

comprehensive 

understanding of 

the therapy process. 

 
 

Rating:   SELECT RATING 

Comments:  

 

 

 

 

 

 

 

 



 

Clinic Cleanliness & Safety: Employee’s ability to maintain cleanliness and safety of the clinic in order to 

ensure client safety. Employee should follow company policies and procedures for sanitizing, organizing, 

storing and equipment use and maintenance.  

 

1 

Employee does not 

identify or intentionally 

neglects to contribute 

to the cleanliness of 

the clinic. Does not 

clean up after 

themselves and does 

not follow policies and 

procedures related to 

cleaning and safety. 

 

2 

Employee requires 

frequent reminders to 

follow cleaning and 

safety policies and 

procedures. Employee 

typically neglects and 

intentionally ignores 

cleaning needs. 

 

3 

Employee is observant 

and identifies obvious 

cleaning needs. 

Employee keeps a 

clean and tidy space. 

Employee follows 

policies and 

procedures related to 

cleaning and safety. 

 

4 

Employee is ultra-

aware of cleaning 

needs and not only 

identifies obvious 

needs but looks for 

ways to improve 

current status and 

organization of all 

areas. Employee 

cleans/tidies their area 

daily. Employee 

follows policies and 

procedures related to 

cleaning and safety. 

 
 

Rating:   SELECT RATING 

Comments:  

 

HIPAA: HIPAA policies and procedures outline the employee’s responsibility to maintain client confidentiality 

at all time.  

 

1 

Employee displays 

dishonesty in 

interactions with 

colleagues, clients and 

the public and violates 

the principles of 

confidentiality.  

 

2 

Employee is honest in 

interactions with 

colleagues, clients, 

and the public, plays a 

moderate advocacy 

role for clients and 

does not violate 

confidentiality.  

 

3 

Employee displays 

high standards of 

honesty, integrity, and 

confidentiality in 

interactions with 

colleagues, clients and 

the public and 

advocates for clients 

when needed.  

 

4 

Employee can be 

counted on to hold 

the highest standards 

of honesty, integrity, 

and confidentiality 

and to advocate for 

clients, taking a 

leadership role with 

colleagues.  

 
 

Rating:   SELECT RATING 

Comments:  

 

HIPAA Security: HIPAA policies and procedures related to security of client’s information are upheld and 

followed (shredding printed documents, locking printed documents, transferring documents in company 

issued lock box, using HIPAA coded name on protocols and flow sheets, using client number for all electronic 

communication, ensuring client documents are locked at the end of every business day, computer screen is 

locked when not in use, user logs out of Raintree when program is not being used, Raintree user name and 

password is not shared with other employees, etc.).   

 

1 

Employee is careless 

with client’s health 

information and has a 

blatant disregard for 

confidentiality.   

 

2 

Employee is diligent in 

maintaining client’s 

confidentiality and 

follows security 

guidelines most of the 

time.   

 

3 

Employee always 

maintains client’s 

confidentiality and 

follows security 

guidelines.   

 

4 

Employee always 

maintains client’s 

confidentiality and 

follows security 

guidelines.  Employee 

takes a leadership role 

with colleagues in 

reminding them to 

comply with company 

policies and 

procedures related to 

HIPPA.  

 
 

Rating:   SELECT RATING 

Comments:  

 

  



T I M E L I N E S S  &  E F F I C I E N C Y   

 

Job Knowledge:  Demonstrates knowledge of professional theories and therapeutic techniques, professional 

content, and education, including clinical & prerequisite skills, typical/atypical developmental 

characteristics, and varied approaches to learning, student interests, and cultural heritage.  

 

1 

Employee executes 

some job duties per 

the position training. 

Employee acts 

independently some 

of the time, however, 

requires reminders to 

complete duties 

comprehensively. 

Employee is 

unfamiliar/somewhat 

familiar with their 

position on the 

Organizational Board 

but habitually causes 

developed traffic 

through misdirected 

communication. 

 

2 

Employee executes 

most job duties per the 

position training. 

Employee acts 

independently most of 

the time, however, 

requires reminders to 

complete duties 

comprehensively. 

Employee is familiar 

with their position on 

the Organizational 

Board and follows the 

internal 

communication to 

obtain answers to 

questions most of the 

time. 

 

3 

Employee executes all 

job duties per the 

position training. 

Employee strives to act 

independently. 

Employee is familiar 

with their position on 

the Organizational 

Board and follows the 

internal 

communication to 

obtain answers to 

questions.  

 

4 

Employee executes all 

job duties per the 

position training. 

Employee strives to act 

independently. 

Employee is familiar 

with their position on 

the Organizational 

Board and follows the 

internal 

communication to 

obtain answers to 

questions. Within one’s 

position, the employee 

makes improvements 

in flow and consistently 

works to improve 

quality and efficiency.  

 
 

Rating:   SELECT RATING 

Comments:  

 

Timeliness: Employee ability to complete documentation according to company’s procedures. Also 

corrections are completed timely and accurately.  

 

1 

Job duties/tasks are 

completed out of 

timeline compliance. 

Duties are neglected 

and are not 

consistently handled.  

 

2 

Most job duties/tasks 

are completed within 

timeline compliance. 

Duties some are 

neglected and are not 

consistently handled. 

 

3 

All job duties/tasks are 

completed within 

timeline compliance. 

Duties some are 

consistently handled. 

 

4 

All job duties/tasks are 

completed within 

timeline compliance 

before. Duties some 

are consistently 

handled. 

 
 

Rating:   SELECT RATING 

Comments:  

 

Developed Traffic:  The employee’s ability to effectively utilize the organizational board to create a flow of 

appropriate communication that prevents developing traffic and confusion within the divisions.  

 

1 

Employee constantly 

seeks answers from 

inappropriate/multiple 

persons on the 

Organizational Board. 

Communication 

interrupts the flow of 

the company.     

 

2 

Employee sometimes 

seeks answers from 

inappropriate/multiple 

persons on the 

Organizational Board. 

Communication 

interrupts the flow of 

the company.    

 

3 

Employee never seeks 

answers from 

inappropriate/multiple 

persons on the 

Organizational Board. 

Communication is 

assists in the flow of the 

company.  

 

4 

Employee never seeks 

answers from 

inappropriate/multiple 

persons on the 

Organizational Board. 

Communication 

improves the flow of 

the company 

 
 

Rating:   SELECT RATING 

Comments:  

 

Policy & Procedure Compliance: The employee’s ability to comply with all company policies and 

procedures, both for the general company and for any hat the employee wears within their division(s).  

 

1 

Employee requires 

frequent reminder to 

follow policies and 

procedures.  

 

2 

The employee 

occasionally needs 

reminder to follow 

policies and 

procedures. 

 

3 

The employee does 

not need a reminder 

to follow policies and 

procedures.  

 

4 

The employee does 

not need a reminder 

to follow policies and 

procedures; and 

makes suggestions to 

improve policies and 

procedures.  

 
 

Rating:   SELECT RATING 

Comments:  

 



 

Job Completion:  The employee’s ability to complete job duties daily in order to continue to contribute to the 

overall flow of the company.  

 

1 

The employee needs 

frequent reminders 

regarding the 

completion of their job 

duties. The employee 

is habitually late 

completing job duties, 

which disrupts the 

overall workflow of the 

company.  

 

2 

The employee needs 

occasional reminders 

regarding the 

completion of their job 

duties. The employee 

maybe habitually late 

completing job duties, 

which disrupts the 

overall workflow of the 

company. 

 

3 

The employee does 

not need reminders 

regarding the 

completion of their job 

duties. The employee 

submits work on time, 

which maintains the 

overall workflow of the 

company. 

 

4 

The employee does 

not need reminders 

regarding the 

completion of their job 

duties. The employee 

submits work on time, 

which maintains the 

overall workflow of the 

company. The 

employee also looks 

for more efficient ways 

to complete job duties 

and implements time 

saving strategies within 

their workload.  

 
 

Rating:   SELECT RATING 

Comments:  

 

  



P R O F E S S I O N A L I S M  &  T E A M W O R K  
 

Communication:  

A)  Demonstrates communication skills (including listening, speaking, nonverbal communication, and writing) 

that take into consideration the communication needs as well as the cultural values of the client, the family, 

caregivers, significant others, and other professionals. 

B)  The employee’s understanding of the internal communication system, and their ability to act accordingly; 

assisting those under their management/supervision, collaborating with equals interdivisional and requesting 

meetings or help from direct supervisor in an appropriate manner.  

 

1 

A) Employee does not 

present information 

clearly, logically, and 

concisely. Oral 

communications, 

written reports, and 

letters are 

inappropriate for the 

needs of the 

audience. Terminology 

and phrasing are 

inconsistent with 

semantic competency 

of the audience and 

includes information 

that is inaccurate 

and/or incomplete. 

Does not listen 

carefully to clients and 

others and fails to 

provide appropriate 

clarification when 

needed. Nonverbal 

communication and 

body language are 

offensive/disrespectful 

and inappropriate.   

 

 

B) Employee does not 

use the 

communication board 

appropriately.  

 

2 

A) Employee 

occasionally presents 

information clearly, 

logically, and 

concisely. Oral 

communications, 

written reports, and 

letters are sometimes 

inappropriate for the 

needs of the 

audience. Terminology 

and phrasing are 

inconsistent with 

semantic competency 

of the audience and 

includes information 

that is inaccurate 

and/or incomplete. 

Does not always listen 

carefully to clients and 

others and fails to 

provide appropriate 

clarification when 

needed. Nonverbal 

communication and 

body language are 

sometimes 

offensive/disrespectful 

and inappropriate.   

 
B) Employee 

sometimes uses the 

communication board 

appropriately.  

 

3 

A) Employee usually 

presents information 

clearly, logically, and 

concisely. Oral 

communications, 

written reports, and 

letters are appropriate 

for the needs of the 

audience. Terminology 

and phrasing are 

consistent with 

semantic competency 

of the audience and 

includes information 

that is accurate and 

complete. Listens to 

clients and others 

carefully and usually 

can provide 

appropriate 

clarification when 

needed. Nonverbal 

communication and 

body language are 

appropriate.   

 

 

 

B) Employee 

consistently uses the 

communication board 

appropriately. 

 

4 

A) Employee 

consistently presents 

information clearly, 

logically, and 

concisely. Oral 

communications, 

written reports, and 

letters are appropriate 

for the needs of the 

audience. Terminology 

and phrasing are 

consistent with 

semantic competency 

of the audience and 

includes information 

that is accurate and 

complete. Listens to 

clients and others 

carefully and can 

provide appropriate 

clarification when 

needed. Nonverbal 

communication and 

body language are 

appropriate. 

 

 

 

B) Employee always 

uses the 

communication board 

appropriately.   

 
 

Rating:   SELECT RATING 

Comments:  

 

Collaboration: Collaborates with all staff effectively, listening to others, expressing ideas, and providing 

relevant information in all matters related to case management. 

 

1 

Employee is not 

available to staff or 

questions and 

planning and declines 

to provide input when 

requested. Shows a 

blatant disregard for 

others and their time.  

 

2 

Employee is available 

to staff for questions 

and planning and 

provides input when 

requested. Sometimes 

shows a disregard for 

others and their time.  

 

3 

Employee initiates 

contact with relevant 

staff to confer 

regarding individual 

cases. Is usually 

respectful of others 

and their time.  

 

4 

Employee seeks out 

relevant staff and 

other professionals to 

confer regarding 

cases, soliciting their 

perspectives on 

individual students. Is 

always respectful of 

others and their time. 

 
 

Rating:   SELECT RATING 

Comments:  

 

 

 

 



 

Cooperation: Willingness to work harmoniously with others in getting a job done. Readiness to respond 

positively to instructions and procedures.  

 

1 

Negative and difficult 

to get along with. 

Does not comply with 

administrative and 

other regulatory policy 

and procedure 

requirements. 

Information/actions 

requested may be 

inaccurate and/or 

does not meet 

established timelines.  

 

2 

Indifferent, makes little 

effort to cooperate or 

build relationships. 

Requires supervision 

and guidance to 

comply with 

administrative and 

other regulatory policy 

and procedure 

requirements. Most 

information/actions 

requested are 

accurate and meets 

established timelines. 

 

3 

Cooperative gets 

along with others. 

Independently 

complies with 

administrative and 

other regulatory policy 

and procedure 

requirements. 

Information/actions 

requested is accurate 

and is done in a timely 

manner.  

 

4 

Extremely cooperative, 

stimulates teamwork 

and good attitudes 

with others. 

Independently and 

consistently complies 

with administrative 

and other regulatory 

policy and procedure 

requirements and 

does so in a timely and 

accurate manner.  

 
 

Rating:   SELECT RATING 

Comments:  

 

Attitude: Maintaining positive attitudes towards all staff, clients, and families. Showing willingness to be 

courteous and cooperative, as well as demonstrating flexibility, responsiveness, and enthusiasm. 

 

1 

Frequently 

demonstrates 

negative behavior 

and brings down 

others around them. 

Demonstrates 

negligible skills in 

consulting and 

collaborating with 

others. Avoids or may 

have negative 

relationships with 

colleagues and 

administrators. Limited 

in communicating 

information to either 

targeted or diverse 

audiences.  

 

2 

Occasionally 

demonstrates 

negative attitude. Is 

not able to put aside 

issues outside of work 

to complete job to 

standards. Adequately 

consults and 

collaborates at some 

levels. Maintains 

cordial relationships 

with others to fulfill 

required and assigned 

duties. Adequately 

shares information to 

targeted audiences in 

limited contexts.  

 

3 

Consistently has 

positive attitude and 

can put aside issues 

outside of work in 

order to complete job. 

Establishes and 

maintains mutual and 

cooperative 

relationships with 

support consultation 

and collaboration 

efforts at most levels. 

Effectively 

communicates 

information to target 

and diverse audiences 

in various contexts.  

 

4 

Consistently has 

positive attitude and 

can influence others in 

a positive manner. Is 

able to complete job 

regardless of personal 

issues unrelated to 

work. Demonstrates 

highly proficient skills in 

communicating, 

collaborating, and 

consulting at all levels. 

Presents and 

disseminates 

information clearly 

and accurately to 

target and diverse 

audiences in a wide 

variety of contexts.  

 
 

Rating:   SELECT RATING 

Comments:  

 

 

Appearance and Habits: Maintain appropriate dress according to the Employee Handbook. Arriving for work 

with a look of preparedness and orderliness to one’s appearance and dress.  

 

1 

Displays unclean 

and/or untidy 

appearance. Does not 

appear well groomed 

or appropriately for 

job. Does not comply 

with company dress 

code.  

 

2 

Occasionally displays 

unclean and/or untidy 

appearance. Is mostly 

well groomed and 

appropriately for job. 

Shows inconsistent 

compliance with 

company dress code. 

 

3 

Comes to work well-

groomed and appears 

clean and tidy. Is 

dressed appropriately 

for job. Complies with 

company dress code.  

 

4 

Consistently comes to 

work well-groomed 

and appears clean 

and tidy. Is dressed 

appropriately for job 

and sets an example 

for others to follow. 

Always maintains 

compliance with 

company dress code. 

 
 

Rating:   SELECT RATING 

Comments:  

 

 

 

 



L E A D E R S H I P  

 

Problem Solving: Initiative to develop innovative problem-solving techniques. Being resourceful and practical 

with decision making.   

 

1 

Demonstrates minimal 

use of a problem-

solving framework for 

all professional 

activities.  

 

2 

Demonstrates a limited 

use of a problem-

solving framework for 

all professional 

activities.  

 

3 

Demonstrates the use 

of a problem-solving 

framework as the basis 

for all professional 

activities.  

 

4 

Highly effective in 

using a problem-

solving framework as 

the basis for all 

professional activities.  

 
 

Rating:   SELECT RATING 

Comments:  

 

Initiative and Creativity: The ability to plan work and to go ahead with a task without being told every detail 

and the ability to make constructive suggestions. Stays updated on company news, reading all company 

newsletters, and making a point to attend all trainings, interacting and participating in a progressive manner.  

 

1 

Lacks initiative and 

creativity in job. Does 

not attempt to 

improve clinic 

programs or contribute 

to program growth. 

Shows minimal or no 

participation in group 

trainings and 

meetings. 

 

2 

Sometimes lacks 

initiative and creativity 

in job. Makes minimal 

attempt to improve 

clinic programs and/or 

contribute to program 

growth. Shows 

moderate 

participation in group 

trainings and 

meetings. 

 

3 

Most of the time, 

shows initiative and 

creativity in job. Makes 

attempts to improve 

clinic programs and/or 

contribute to program 

growth. Shows 

adequate 

participation in group 

trainings and 

meetings.  

 

4 

Consistently shows 

initiative and creativity 

in job. Is always looking 

for ways to improve 

clinic programs and/or 

contribute to program 

growth. Shows a high 

level of participation 

and accepts 

responsibility for 

projects or roles 

established in group 

trainings and 

meetings. 

 
 

Rating:   SELECT RATING 

Comments:  

 

Judgement: The extent to which the employee makes decisions which are sound. Ability to base decision on 

fact rather than emotion.     

 

1 

Uses poor judgement 

when dealing with 

clients, co-workers, 

and situations.  

 

2 

Uses questionable 

judgement at times 

when dealing with 

clients, co-workers, 

and situations. There is 

an identified need for 

improvement of skills.  

 

3 

Handles most situations 

very well and makes 

sound decisions under 

normal circumstances.  

 

4 

Uses exceptionally 

good judgement 

when analyzing facts 

and solving problems. 

Thinking is mature and 

sound.  

 
 

Rating:   SELECT RATING 

Comments:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Attendance & Reliability:  Ensuring attendance according to the Employee Handbook, not misusing or 

abusing time off or sick time; conforming to scheduled work hours. Showing reliability and dependability 

consistently so a sense of stability may be established.  

 

1 

Usually unreliable, 

does not accept 

responsibility and give 

up easily. Frequently 

calls in, unable to 

attend work on a 

scheduled day, 

without sufficient 

reason. Consistently 

arrives late to work or 

attempts to leave 

work during scheduled 

hours. Abuse of “time 

off without pay is 

noted.”  

 

2 

Sometimes unreliable, 

will avoid responsibility 

and is satisfied with 

minimum effort and 

responsibility. 

Demonstrates frequent 

tardiness and 

sometimes calls in and 

is unable to attend 

work on a scheduled 

day. “Time off without 

pay” is sometimes 

abused.  

 

3 

Usually gets the job 

done on time and 

works well under 

pressure. Accepts 

responsibility and 

shows to work on 

scheduled days and is 

on time. Absent for 

only rare emergencies 

or pre-planned PTO. 

No abuse of 

requesting an over-

accommodating 

schedule or “time off 

without pay.”  

 

4 

Very reliable, gets the 

job done on time and 

works well under 

pressure. Is able to 

complete tasks even if 

problems arise.  

Accepts responsibility 

and shows to work on 

scheduled days and is 

on time. Absent for 

only rare emergencies 

or pre-planned PTO. 

No abuse of 

requesting an over-

accommodating 

schedule or “time off 

without pay.” 

 
 

Rating:   SELECT RATING 

Comments:  

 

Time Management/Organization:  Organizing time effectively while being considerate of others time and 

their responsibilities.  

 

1 

Is consistently out of 

compliance with 

timelines and does not 

manage time well. 

Paperwork is 

disorganized and 

requires frequent 

assistance in 

organizing daily tasks 

in order to complete 

them.  

 

2 

Requires supervisory 

guidance to prioritize 

activities, schedule 

client contacts and 

meetings, maintain 

client records, and 

make professional 

contacts in a timely 

manner.  

 

3 

Independently 

prioritizes most 

activities, consistently 

schedules client 

contacts and 

meetings, maintains 

records accurately, 

and usually makes and 

documents 

professional contracts 

in a timely manner.  

 

4 

Independently and 

consistently prioritizes 

activities, schedules 

client contacts and 

meetings, maintains 

client records 

accurately, and 

makes and 

documents 

professional contacts 

in a timely manner.  

 
 

Rating:   SELECT RATING 

Comments:  

 

Accepting New/Novel Tasks:  The employee’s ability to complete additional tasks assigned to the in a timely 

manner, with a positive attitude for learning.  

 

1 

Does not volunteer for 

additional tasks. Does 

not respond well when 

asked to complete 

new tasks, often using 

negative 

communication such 

as, “that’s not my job.”  

 

2 

Volunteers for 

additional tasks 

occasionally. Does not 

respond well some of 

the time, when asked 

to complete new 

tasks, often using 

negative 

communication such 

as, “that’s not my job.” 

 

3 

Volunteers for 

additional tasks as the 

need arises. Is happy 

to accept new tasks 

when asked.  

 

4 

Identifies and 

volunteers for new 

projects or additional 

tasks which would 

improve the overall 

flow of the company. 

Is happy to accept 

new tasks when asked. 

 
 

Rating:   SELECT RATING 

Comments:  

 

 

 

 

 

 

 

 



 

Leadership: Leads by example. Finds realistic solutions and resolves conflict. Brings out the best in team 

members and is supportive to others. Meets problems head on and acts professionally to resolve them.   

 

1 

Shows little or no 

leadership in the 

company. Is not self-

motivating and feel no 

responsibility to 

motivate team. 

Manipulates company 

beliefs and values to fit 

their personal goals.  

 

2 

Needs improvement 

on leadership and 

teamwork skills as well 

as motivation of self 

and others. Can be a 

strong proponent of 

company and 

company beliefs and 

values when it directly 

relates to personal 

gain. 

 

3 

Average leader, others 

may look up to this 

employee. Sometimes 

motivational but does 

not consistently. Can 

be a strong proponent 

of company and 

company beliefs and 

values. 

 

4 

Exceptional leader, 

others look up to this 

employee. Motivator 

and strong proponent 

of company and 

company beliefs and 

values.  

 
 

Rating:   SELECT RATING 

Comments:  

 

Management Skills: The employee is able to engage others, either equals or those he/she is managing to 

mobilize and complete tasks effectively and efficiently, with a positive attitude and with the feeling of 

support and team.  Has a universal understanding of the company policies; not only current division, but all 

other divisions and their correlating statistics.  

 

1 

Needs improvement 

on management and 

teamwork skills as well 

as motivation of self 

and others. Does not 

value the roles of all 

divisions and 

downplays the 

importance of other 

employees’ roles. 

 

2 

Occasionally needs 

improvement on 

management and 

teamwork skills as well 

as motivation of self 

and others. Does not 

always value the roles 

of all divisions and 

downplays the 

importance of other 

employees’ roles.  

 

3 

Able to project a 

feeling of team with 

those around them. 

Team emulates a 

positive attitude. 

Respected by his/her 

team and 

approachable and 

knowledgeable. Most 

of the time, respects 

and values all divisions 

within the 

Organizational Board 

and their vital role in 

the success of the 

company.   

 

4 

Able to project a 

feeling of team with 

those around them. 

Team emulates a 

positive attitude. 

Respected by his/her 

team and 

approachable and 

knowledgeable. 

Respects and values 

all divisions within the 

Organizational Board 

and their vital role in 

the success of the 

company.   

 
 

Rating:   SELECT RATING 

Comments:  

 

 

 

 

 

 

 
 

 

 

 

 



ANNUAL  PERFO RM ANC E REV IEW  

D I V I S IO N  2  

 

EMPLOYEE INFORMATION 

Employee Name  Position Title  

      

Review Period  Date of Review  

    

100% 100% 100% 100% 
    

Client Care                   Timelines & Efficiency Professionalism Leadership 

    

• 5/5 items met or 

exceeded 

expectations  

 

• 5/5 items met or 

exceeded 

expectations  

 

• 4/4 items met or 

exceeded 

expectations 

 

• 8/8 items met or 

exceeded 

expectations 

 

 

Performance Summary                                                           Overall Percentage:  100%       Average Rating:  4 

Natalie King, you continue to demonstrate an ability to learn new skills quickly, complete your tasks with minimal oversight, and 

release projects on time. You have used non-working hours to grow as an individual, reaching almost all of your personal goals for 

the year. You have shown sparks of leadership and the ability to steer a team in the right direction. You are also keen on pushing 

projects out on time, although certain events made that particularly challenging this year. Overall, your performance has 

exceeded expectations, and you continue to be on track towards your leadership role as a Senior Front End Developer. 

 

Goals / Targets 

 

 

 

 

 

 

 

 

 

EMPLOEE COMMENTS:  REVIEWER COMMENTS: 

 

 

 

 

 

 

 • Employee is eligible for the annual standard 

raise of 1.5% 

•  

Employee Signature:   Reviewer Signature: 

 


