
The ultimate 
performance review

Template



Getting the most out of your 
performance review template

Structured and precise performance reviews provide actionable 
feedback that motivates employees and helps set clear goals for the 
year ahead.

When done well,  employee retention and improve 
productivity. Whether you conduct reviews on a quarterly, bi-annual, or annual 
basis, it’s important to have a consistent and clear structure in place to get the 
most out of the process.



This customizable performance review template provides a comprehensive, 
easy to follow structure to guide  for both 
managers and employees. You can customize each section to best suit your 
organization’s needs, and draw inspiration from our examples in the response 
fields. 


With Omni HR’s all-in-one platform, you can digitize, customize, and automate 
your entire performance review process on one, easy-to-use platform. Create 
custom forms, automatically distribute and track progress, and easily gather 
data from reviews in just a few clicks.

performance reviews increase

your performance review process

Learn how!
Learn how Omni HR helps streamline and 
standardize your performance review process.

Book a demo

https://www.gallup.com/q12/
https://omnihr.co/blog/self-evaluation-for-performance-review-examples
https://omnihr.co/demo/


Template

Employee performance 
review template

Employee information

Employee name Job title

Manager name Review period

Core values and objectives

Performance category Rating Comments & 
examples

Quality of Work
Work is completed accurate 
(few or no errors), efficiently 
and within deadlines with 
minimal supervision

Exceeds expectations
Meets expectations
Needs improvement
Unacceptable

Leadership
Effectively and efficiently runs 
a team while giving clear 
guidance.

Exceeds expectations
Meets expectations
Needs improvement
Unacceptable



Reliability/
Dependability
Consistently performs at a 
high level; manages time and 
workload effectively to meet 
responsibilities

Exceeds expectations

Meets expectations

Needs improvement

Unacceptable

Communication Skills
Written and oral 
communications are clear, 
organized and effective; 
listens to and comprehends 
peers

Exceeds expectations

Meets expectations

Needs improvement

Unacceptable

Judgement & 
Decision- Making
Makes thoughtful, well- 
reasoned decisions; exercises 
good judgment, 
resourcefulness and creativity 
in problem-solving

Exceeds expectations

Meets expectations

Needs improvement

Unacceptable

Initiative & Flexibility
Demonstrates initiative, often 
seeking out additional 
responsibility; identifies 
problems and solutions; 
thrives on new challenges and 
adjusts to unexpected 
changes

Exceeds expectations

Meets expectations

Needs improvement

Unacceptable

Cooperation & 
Teamwork
Respectful of colleagues when 
working with others and 
makes valuable contributions 
to help the group achieve 
goals

Exceeds expectations

Meets expectations

Needs improvement

Unacceptable



Job-specific performance criteria

Performance category Rating Comments & 
examples

Knowledge of Position
Possesses required skills, 
knowledge, and abilities to 
competently perform the job

Exceeds expectations

Meets expectations

Needs improvement

Unacceptable

Training & 
Development
Continually seeks ways to 
strengthen performance and 
regularly monitors new 
developments in field of work

Exceeds expectations

Meets expectations

Needs improvement

Unacceptable

Performance goals

What goals can the employee set over the next quarter to improve their performance?



Ex: Nur can set 3 main goals to help them achieve continued growth and role competency. 

These goals are�

� Enroll in a course to learn how to leverage AI for content creation�
� Set targets for audience growth across social media platform�
� Build a pipeline to repurpose our event content for blogs and podcasts



Overall Rating

Exceeds 
Expectations
Employee 
consistently 
performs at a high 
level that exceeds 
expectations

Meets 
Expectations
Employee satisfies all 
essential job 
requirements; may 
exceed expectations 
periodically; 
demonstrates 
likelihood of 
eventually exceeding 
expectations

Needs 
Improvement
Employee 
consistently 
performs below 
required standards/
expectatio ns for the 
position; training or 
other action is 
necessary to correct 
performance

Unacceptable
Employee is unable 
or unwilling to 
perform required 
duties according to 
company standards; 
immediate 
improvement must 
be demonstrated

Share any additional comments about the employee’s performance.

Ex: Van has shown signs of growth since his last performance review and continues to express 
enthusiasm and interest in his role. I encourage him to continue taking on projects that interest him as 
he considers his long term goals in his career.

Acknowledgement

I acknowledge that I have had the opportunity to discuss this performance evaluation with my 
manager/supervisor and I have received a copy of this evaluation.

Employee Signature Date

Reviewer Signature: Date

Access and copy your customizable form Download

https://docs.google.com/document/d/1PhxMgvAPw1xBTVRKPe173EbJF3MssBJ1Eaa7tR1_x_E/edit#heading=h.cdt00vr7r5h6


Template

Employee Self-Evaluation 
Performance Review Template

Employee information

Employee name Job title

Manager name Review period

Core values and objectives

Quality of Work How have I excelled in 
this category?

Where can I improve 
in this category?

Quality of Work
My work is completed 
accurate (few or no errors), 
efficiently and within 
deadlines with minimal 
supervision

How have I excelled in 
this category?

Where can I improve 
in this category?



Reliability/
Dependability
I consistently performs at a 
high level; I manage my time 
and workload effectively to 
meet responsibilities

How have I excelled in 
this category?

Where can I improve 
in this category?

Communication Skills
My written and oral 
communications are clear, 
organized and effectives; I 
listen to and comprehend my 
peers

How have I excelled in 
this category?

Where can I improve 
in this category?

Judgement & 
Decision- Making
I make thoughtful, well- 
reasoned decisions; exercise 
good judgment, 
resourcefulness and creativity 
in problem-solving

How have I excelled in 
this category?

Where can I improve 
in this category?



Judgement & 
Decision- Making
I make thoughtful, well- 
reasoned decisions; exercise 
good judgment, 
resourcefulness and creativity 
in problem-solving

How have I excelled in 
this category?

Where can I improve 
in this category?

Initiative & Flexibility
I demonstrate initiative, often 
seeking out additional 
responsibility; identify 
problems and solutions; thrive 
on new challenges and adjust 
to unexpected changes

How have I excelled in 
this category?

Where can I improve 
in this category?

Cooperation & 
Teamwork
I am respectful of colleagues 
when working with others and 
make valuable contributions 
to help the group achieve 
goals

How have I excelled in 
this category?

Where can I improve 
in this category?



Job-specific performance criteria

Knowledge of Position
I possess the required skills, 
knowledge, and abilities to 
competently perform my job

How have I excelled in 
this category?

Where can I improve 
in this category?

Training & 
Development
I continually seek ways to 
strengthen my performance 
and regularly monitor new 
developments in my field

How have I excelled in 
this category?

Where can I improve 
in this category?

Achievements

What achievements have you made since your last performance review? Be specific.



Ex: I successfully launched an onboarding program for new hires in Q1. To do this I researched best 
practices, and developed materials such as onboarding checklists and standardized our company 
welcome letter to create consistency and help ensure all bases were covered.

Performance goals

What role specific goals are you setting for the next quarter? How do you plan to achieve them?



Ex: My main goal for next quarter is to improve the design and functionality of our products by increasing 
and improving customer feedback. I plan to do that by:



Organizing a quarterly meeting to discuss our product roadmap and create a feedback form by Q3 for 
users to share feedback on our product features.  

Holding a strategy meeting with sales to determine key questions to ask during sales calls to increase 
customer insight and implement by next month.



Performance goals

What role specific goals are you setting for the next quarter? How do you plan to achieve them?



Ex: My main goal for next quarter is to improve the design and functionality of our products by increasing 
and improving customer feedback. I plan to do that by�

� Organizing a quarterly meeting to discuss our product roadmap and create a feedback form by Q3 
for users to share feedback on our product features�

�  Holding a strategy meeting with sales to determine key questions to ask during sales calls to 
increase customer insight and implement by next month�

� Implement a feedback form onto the company website by the end of next week, and download 
responses to review during weekly check in.

Development Planning

What kinds of professional development activities would you like to carry out next year? What 
information or support do you need to accomplish these activities?



Ex: Working with Excel is 30% of my job responsibilities. As I progress at the company, I’ll be required to 
spend 50% of my time creating spreadsheets in Excel. My ability to proficiently use Excel will allow me to 
progress in my career. 


In the next 6 months I will complete an Excel course, watch tutorials, and take practice tests to improve 
my skills before my next performance review.

I would like the support of my manager to identify the best programs to enroll in to reach this goal.

Additional Comments

Is there anything additional you’d like to add that was not covered in this self- evaluation?



Ex: I’ve greatly enjoyed growing in my role over the past year, and feel I have shown great leadership and 
initiative in developing core systems and projects to move the department forward. In the next year, I’d 
like to be considered for growth opportunities within the engineering department and am open to 
discussing how I can best prime myself for these opportunities.

Acknowledgment

I acknowledge that I have had the opportunity to discuss this performance evaluation with my 
manager/supervisor and I have received a copy of this evaluation. 

Employee Signature Date

Reviewer Signature: Date



Getting Started

Employee Offboarding Surveys

Any survey tool will work well to gather feedback from your 
employees.

Whether you’re looking to roll out a new employee offboarding survey or 
upgrade your current one, this employee offboarding template can help tap into 
actionable insights to help shape your company culture and improve employee 
retention.



If you’re looking for a low-effort, high-reward system that allows you to 
automate the employee survey process, Omni can help you build, administer, 
follow up, and analyze survey data in one, simple platform.



With Omni, you can automatically schedule surveys based on your employee’s 
departure date, use our comprehensive and customizable survey templates, 
and easily review employee’s responses to build actionable strategies to 
improve your company culture and offboarding process.

With Omni, HR managers and business owners can free 
up valuable time to focus on what matters most for their 
business.

To see Omni in action, , or visit us at  schedule a product tour https://omnihr.co/

Supercharge your 
people operations

Book a demo

https://omnihr.co/demo/
https://omnihr.co/
https://omnihr.co/demo/

