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PERFORMANCE REVIEW FORM

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.

II. 
Strengths: Highlight specific competencies (observable skills and behaviors) that contributed to the employee’s accomplishments and performance, including the development of new 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.

IV. Overall Summary: Consider overall performance and the use of competencies as you summarize the employee’s contributions.

V.
Employee Comments: Employee may submit comments regarding this review.

Part 2: Performance Category and Signature Page

Performance Categories
Met/Exceeded Expectations:

An employee in this category has performed on a continuum from “Met” through “Exceeded” in their goals and responsibilities and has effectively demonstrated relevant competencies in their work.
 FORMCHECKBOX 

Met/Exceeded

Did Not Meet Expectations:

An employee in this category Did Not Meet goals and responsibilities and did not effectively demonstrate the relevant competencies. A plan for improvement will be discussed and agreed upon within 30 days by _________(Date).

 FORMCHECKBOX 

Did Not Meet

For Recent New Hires, Promotions, or Transfers Only:

 FORMCHECKBOX 

Review will be conducted on __________________.   This allows the employee to have a sufficient amount of time in the job before performance is reviewed (3 months or more). 

Signature and Submission Process

Once signed, a copy of this page is sent to the Senior Administrator for your school or division.

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  _______________


Supervisor Signature

I have written and delivered a Performance Review for this employee:

	Supervisor Name_________________________
	Department  ______________________


	Supervisor Signature______________________
	Date  ______________

	
	


Organizational Development and Training can be contacted as an educational resource in using the Performance Development Program.  Please call 7-3268 if you have questions. 
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