
EMPLOYEE PERFORMANCE REVIEW

	Employee name:
	

	Meeting place:
	

	Time and date:
	

	Interviewed by:
	


	Date you joined Landcare:
	

	Job title:
	

	How long have you worked in this position?
	

	Review period covered from:
	From:
	To:


Housekeeping: water available, toilet facilities, agree on finish time, agree on date for report back to staff

Please note

· This discussion gives both you and your supervisor an opportunity to discuss how your job is going.

· Remember that deficiency in one area may not be something to be concerned about – instead it may identify a need for training.

CONFIDENTIALITY:

The information given in your answers will be compiled into a report for the Executive Committee and may be used to direct management change where necessary but where deemed appropriate the source of particular information will remain confidential.

GUIDING QUESTIONS

These questions provide a guideline for discussion and for your preparation before the review. A detailed answer to each question is not necessary unless it is important to you.

Part 1: Individual Performance Discussion

Please indicate how you think your performance rates by giving yourself a rating from 1 to 10:  Definitions

	10            9
	8              7
	6                5
	4                 3
	2               1

	OUTSTANDING Performance always goes beyond agreed upon requirements
	ABOVE REQUIREMENTS
Performance usually goes beyond agreed upon requirements
	MEETS EXPECTATIONS
Performance consistently meets agreed upon requirements
	MEETS SOME REQUIREMENTS Some improvement is needed to meet agreed upon requirements
	UNSATISFACTORY Performance falls below agreed upon requirements




1. Job knowledge – Briefly describe the job/role you have with Landcare, and the duties associated with it, and indicate the level of understanding you think you have about the job and procedures.  Do you think you have sufficient knowledge about what your job requires?

	Rating
	


Explanation: 


2. Employee qualities and skills – Do you think the qualities/skills you possess enable you to effectively carry out this role? 

	Rating
	


Expand on the qualities/skills you think you possess that enable you to effectively carry out this role.

Explanation: 


3. Productivity – How well do you think that you are meeting the outputs and outcomes that are expected from your position?

	Rating
	


Highlight areas in which you may be having difficulties in meeting targets.

Explanation: 


4. Flexibility & Time Management – How well do you think you cope with competing demands? The position is one which requires self management of time, do you think you can do this effectively?

	Rating
	


What are some of the ways/strategies you have developed to cope with the competing demands placed on your time? 

Explanation: 


5. Team work – How do you rate your performance as a member of the team of employees of Landcare?

	Rating
	


What strengths and weaknesses do you bring to a team environment, both at a local and regional level?

Explanation: 


6. Networking – How effective are you at networking and communicating with others, both inside and outside of the Landcare network, in order to meet the objectives of your role?  Do you think you work better with people of certain backgrounds, demographics etc.?

	Rating
	


Explanation: 


7. Presentation – How do you rate your overall presentation and manner displayed whilst carrying out your job?

	Rating
	


Explanation: 


Part 2: Your Position Discussion

	1. Has the review period been good/bad/satisfactory or otherwise for you, and why? 




	

	2. What do you consider to be your most important achievements of the review period?




	

	3. What do you like about working for Landcare and what elements of your job interest you the most?




	

	4. What do you dislike about working for Landcare and what elements of your job do you find most difficult or challenging?




	

	5. What do you consider to be your most important tasks in the next year?




	

	6. What action could be taken to improve your performance in your current position?




	

	7. What actions could be taken by the committee to improve their support, direction and feedback to your position?




	

	8. Do you feel that you are part of a team?  How could the staff team work to better support your position and the organisation?




	

	9. What kind of work or job would you like to be doing in one/two/five years time?





Part 3: Your Work Plan

Please provide a copy of your workplan to appraisers, preferably a few days before interview so they have time to review, and bring a copy to the interview.  It would also be valuable to bring along some samples of things you are working on e.g. newsletter, fact sheet, poster to demonstrate your work at the interview.



Part 4: Your Skills

Skills - Score your own capability or knowledge in the following areas in terms of your current role requirements (1-3 = poor, 4-6 = satisfactory, 7-9 = good, 10 = excellent). If appropriate bring evidence with you to the appraisal to support your assessment.  

Item

Skills






Self     Appraiser      Comments
	1.
	Community involvement & liaising with community members
	
	
	

	2.
	Technical Knowledge
	
	
	

	3.
	Time Management
	
	
	

	4.
	Planning & Implementing
	
	
	

	5.
	Reporting & Administration
	
	
	

	6.
	Communication Skills
	
	
	

	7.
	Delegation Skills
	
	
	

	8.
	IT/equipment/machinery skills
	
	
	

	9.
	Meeting deadlines/commitments
	
	
	

	10.
	Creativity, problem-solving and decision-making
	
	
	

	11.
	Team-working and developing others
	
	
	

	12.
	Energy, determination and work-rate
	
	
	

	13.
	Leadership and Integrity
	
	
	

	14.
	Adaptability, flexibility and mobility
	
	
	

	15.
	Personal appearance and image
	
	
	

	16.
	Workplace communication
	
	
	

	17.
	Researching and getting information
	
	
	

	18.
	Negotiating strategies techniques & skills
	
	
	

	19.
	Completing projects and agreements with groups
	
	
	

	20.
	Questioning and listening skills
	
	
	


4. Training and development needs

What training, development, guidance or support would best help you to meet the demands of your

position over the next year?
· To help you overcome any limitation of skills or knowledge specific to your current role

· To help you gain new skills or knowledge to meet changes in your role

· To help you meet new targets or objectives
	


Part 5: Appraiser’s Comments

	


To be completed by member of staff being reviewed. Please delete as appropriate.

I have read the comments, summary and the outcomes noted by my reviewer and:
a) I agree with them

b) I agree with them and wish to add the following points:-





c) I do not agree with them for the following reasons:-





	……………………………………………………………….       
Staff member’s signature


…………………………………
Date
	……………………………………………………………..    
Appraiser’s signature 






…………………………………
Date

	………………………………………………………….      
(Other appraiser’s signature, as appropriate)


…………………………………
Date
	………………………………………………………….    
(Other appraiser’s signature, as appropriate)


…………………………………
Date


Review your workplan for the past 12 months - against each objective, comment on achievement or otherwise, with reasons where appropriate.


Objective:							Comment:			








2

