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Name of Employee________________________
School/Division________________________

Name of Supervisor________________________
Date of Review ________________________

This two-part document is the annual written Performance Review and Performance Category/Signature Form for employees covered by the Performance Development Program. The emphasis of this document, and the conversation it facilitates, should be on:

· Performance and goals;

· The Tufts Organizational competencies that contribute to success: Expertise, Interaction with Others, Continuous Improvement, Customer Focus, Resourcefulness and Results and Leadership 

· For managers, the Tufts Leadership Competencies are: Communicates a Compelling Vision and Direction, Creates an Environment of Trust and Integrity, Drives Results, Manages Change, Develops Relationships with a University Focus, Develops Self and Others;

· The improvement and development of the employee as it relates to the work and goals of Tufts. 

Part 1: Written Review

I. 
Performance Overview: In this section, briefly describe the scope of the job, as well as any exceptional circumstances the employee was working within.  Then, describe to what extent previously identified responsibilities and goals were or were not accomplished, and to what extent the competencies were or were not used.  The descriptions should use language that differentiates performance along the "met/exceeded" continuum.  If the employee did not meet expectations describe performance accordingly.

· What was accomplished and how was it accomplished (use of competencies)

· Consider input from entire review period

· Look for themes. Choose significant goal-related results

· Write the key points. You will probably say more than you have written
II. 
Strengths: Highlight specific competencies (observable skills and behaviors) that contributed to the employee’s accomplishments and performance, including the development of new competencies.

· The value the person brings to the organization
· Reflect employee’s unique qualities
· Look at the employee’s demonstration of competencies
III.
Areas of Improvement/Development: Specify learning and development areas including the development of competencies. This relates to improvement needed in current job performance, as well as development needed to prepare the employee for future assignments.

· Identify improvement needed from the review period
· Identify development needs to prepare for future assignments
· Emphasize competency development
· Be specific and creative in suggestions for development
IV. Overall Summary: Consider overall performance and the use of competencies as you summarize the employee’s contributions.

· Be fair and candid
· Offer the positive headlines
· Reinforce overall message of this Performance Review
· Leave employee feeling acknowledged, appreciated, and supported
V.
Employee Comments: Employee may submit comments regarding this review.

· Optional place for employee viewpoint
· It is customary to offer the employee an opportunity to add any comments
· If follow up action is necessary, the manager or employee may consult with Human Resources
Part 2: Performance Category and Signature Page

	Overall Annual Performance Review Rating


	(  Consistently Exceeds Expectations

(  Successfully Meets Expectations    

(  Meets Some Expectations      
	(  Does Not Meet Expectations:
· The manager has discussed areas of concern with Human Resources
·  A Performance Improvement Plan (PIP) will be agreed to and documented within 30 days


Supervisor Signature
I have written and delivered a Performance Review for this employee:
	Supervisor Name________________________________
	Department  ___________School/Division__________


	Supervisor Signature____________________________
	Date  ______________


Next Level Manager’s Signature
I have reviewed this document.
	Next Level Manager’s Name__________________________
	Department  ______School/Division_______________


	Next Level Manager’s Signature_______________________
	Date  ______________


Employee Signature
I have received a written and verbal Performance Review. My signature does not indicate agreement or disagreement with this review.

	Employee Name_______________________________
	      Department  _______​_________________


	Employee Signature____________________________
	     Date  _______________


Review rating definitions
	· Consistently Exceeds Expectations     
	· Successfully Meets Expectations     
	· Meets Some Expectations      
	· Does Not Meet Expectations


Consistently Exceeds Expectations

· Initiates and more than satisfactorily completes work beyond the agreed upon Key Performance areas

· Initiates and more than satisfactorily completes work beyond the Job description

· Most results add value, are on-time or ahead of time, and of excellent quality

· All competencies have been demonstrated or developed in an outstanding manner

· The employees work has made a major contribution to the success of the unit (e.g. team, department, school)

Successfully Meets Expectations

· Most of the Key Performance Areas have been satisfactorily completed

· Most of the Job description responsibilities have been satisfactorily completed

· Overall, most of the results are significant, on-time and of good quality

· Overall, most of the relevant competencies have been satisfactorily demonstrated or developed

· Overall, most of the employees work has contributed to the success of the unit (e.g. team, department, school)

Meets Some Expectations

· Some of the Key Performance Areas have been satisfactorily completed

· Some of the Job description responsibilities have been satisfactorily completed

· Overall, some of the results are significant, on-time and of good quality

· Overall, some of the relevant competencies have been satisfactorily demonstrated or developed

· Overall, some of the employees work has contributed to the success of the unit (e.g. team, department, school)

Does not meet expectations

· Many of the Key Performance Areas have not been completed

· Many of the Job description responsibilities have not been completed

· Many of the results are not significant, not on-time, or of low quality

· A number of the relevant competencies have not been demonstrated or developed

· Overall, much of the employees work has not contributed to the success of the unit (e.g. team, department, school)
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Please be advised that this document will be considered part of your personnel record under Massachusetts law.

Tufts University, Organizational Development & Training, PR Form 08.30.11 doc, 3/22/2012
PDP Forms are available at: http://www.tufts.edu/hr/forms/forms.html
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