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Performance Review Template
Please review the Performance Review Template website for: 
Supervisor Guidelines or Professional & Scientific Employee Self-Assessment Guidelines
This form is intended to be used as a template for employee performance reviews. Feel free to copy and paste the information into a word document for completion. If more space is required for each section, copy and paste.
Employee Name:	Classification:	
Supervisor Name:	 Org and Department:	
Review period:		-		
1. REVIEW OF PERFORMANCE OVER LAST YEAR:
SECTION A: PERFORMANCE
(to be completed by employee and supervisor)
List job related goals, accomplishments and/or, if appropriate, expectations. Provide specific examples of actions, projects or initiatives completed in the past review period in the comments section below. If goals were not met, explain barriers. Next, indicate a Key Area of Responsibility (KARs) that reflects this goal/accomplishment. 
Supervisors: To locate the (KARs) for a classification, use the job classification tool located in Employee Self-Service - Administration tab - ePersonnel File (Supervisors) - locate the employee and select their Title. 
P&S Employees:  To locate the (KARs) for a classification, use the job classification tool located in Employee Self-Service – My ePersonnel File – Title.
If documenting more than two accomplishments, copy and paste additional goals/accomplishments as needed.
1A) Summary of last year’s job goal and/or accomplishment:
Employee Comments:
Supervisor Comments:
Applicable Key Area of Responsibility, current or different job family 
2A) Summary of last year’s job goal and/or accomplishment:
Employee Comments:
Supervisor Comments:
Applicable Key Area of Responsibility, current or different job family 
[bookmark: _GoBack]SECTION B. COMPeTENCIES (KNOWLEDGE, SKILLS & ABILITIES)
B1. UNIVERSAL COMPETENCIES
(to be completed by employee and supervisor)
For FY2012, we use already established campus-wide position expectations for universal competencies. Comments could include observations of behaviors that demonstrate these behavioral competencies.
Civil and Respectful Interactions 
Employee Comments:
Supervisor Comments:

Diversity and Inclusion
Employee Comments:
Supervisor Comments:
Leadership/Accountability:
Employee Comments:
Supervisor Comments:

Learning and Professional Development:
Employee Comments:
Supervisor Comments:

section B2: Job Specific/Technical Competencies, 
IF DISCUSSED OVER THE LAST YEAR
(to be completed by employee and/or supervisor )
If you have discussed skills and abilities needed to meet expectations for this position, use this section to document behaviors or accomplishments that meet these competencies or areas for growth. If more than two job competencies, cut and paste additional competencies as needed.
Competency:
Employee Comments:
Supervisor Comments:
Competency:
Employee Comments:
Supervisor Comments:
Section C. Overall Performance Descriptor
(to be completed by supervisor)
Consider overall performance including job goals/accomplishments and competencies, rating must be consistent with review comments above. Additional instructions found in the Guidelines for Supervisors.
Distinguished	Effective/Commendable	Developing	Improvement Needed
Supervisor Comments: (Documentation to support the above descriptor should be in sections A, B1 and B2. Please use this space as needed for additional documentation.)


2. Goals for Next Performance Period
(to be completed by employee and/or supervisor, preferably collaboratively) 
List goals for the coming year (including unit goals and career goals). In the comments section below, provide examples of actions, projects, training or special assignments, or examples of what needs to be accomplished to meet these goals. Next, indicate a Key Area of Responsibility (KAR) that reflects this goal/accomplishment. 
Supervisors: To locate the (KARs) for a classification, use the job classification tool located in Employee Self-Service - Administration tab - ePersonnel File (Supervisors) - locate the employee and select their Title. 
P&S Employees: To locate the (KARs) for a classification, use the job classification tool located in Employee Self-Service – My ePersonnel File – Title.
If recording more than two goals, copy and paste as needed.
Goal for next year:
Comments and/or plan for achievement of goals
Applicable KAR or Competency, current or different job family/classification
Goal for next year:
Comments and/or plan for achievement of goals
Applicable KAR or Competency, current or different job family/classification
Met and discussed on: 	
Employee Signature: 	Date 	
Supervisor Signature: 	Date 	
Updated February 2012 	© The University of Iowa 2012. All rights reserved
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