



Review Form
Employee Information:
	Employee name:
	

	Job Title:
	

	Department:
	

	Manager:
	

	Review Period: 
	


Growth and development:
Answer the following 5 questions about the employee’s performance since the last review.

1) What are the employee’s top three strengths and how did they apply them to their work since the last review? 
	Employee response:
	Manager response:

	
	



2) What are up to three wins you want to celebrate since the last review? What led to those wins?
	Employee response:
	Manager response:

	
	




3) Where would you like to see improvement? What are up to three opportunities for growth to focus on before the next review? What are the next steps?
	Employee response:
	Manager response:

	
	


4) What impact do you want this role to have on the company before the next review? What are the next steps?
	Employee response:
	Manager response:

	
	





5) Please provide an overall rating for performance since the last review. (mark the appropriate box to indicate your rating)
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	Employee rating:
	☐
	☐
	☐
	☐
	☐

	
	Fails to meet performance expectations
	Inconsistently fulfills performance expectations
	Performance expectations fulfilled
	Frequently exceeds performance expectations
	Consistently exceeds performance expectations

	Manager rating:
	☐
	☐
	☐
	☐
	☐

	
	Fails to meet performance expectations
	Inconsistently fulfills performance expectations
	Performance expectations fulfilled
	Frequently exceeds performance expectations
	Consistently exceeds performance expectations





For more clarity on the rating scale definitions, see the guidance below:

[image: ]
Please provide feedback on anything that your manager can start doing or do better to support you well during the next year.
	Employee response:
	Manager response:

	
	



Company values: 
Please answer the following 2 questions about the employee’s contribution to HOPE International values. 

1) Rate the employee’s contribution to HOPE’s holistic development framework: 5C Model—Chris, Community, Character, Calling, Competencies. 
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	Employee rating:
	☐
	☐
	☐
	☐
	☐

	
	Lives counter to the value
	Rarely lives out the value
	Sometimes lives out the value
	Often lives out the value
	Always lives out the value

	Manager rating:
	☐
	☐
	☐
	☐
	☐

	
	Lives counter to the value
	Rarely lives out the value
	Sometimes lives out the value
	Often lives out the value
	Always lives out the value




2) Rate the employee’s contribution to HOPE’s culture: PASSION—Prayer, Allegiance, Service, Stewardship, Innovation, Optimism, Nurturing.
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	Employee rating:
	☐
	☐
	☐
	☐
	☐

	
	Lives counter to the value
	Rarely lives out the value
	Sometimes lives out the value
	Often lives out the value
	Always lives out the value

	Manager rating:
	☐
	☐
	☐
	☐
	☐

	
	Lives counter to the value
	Rarely lives out the value
	Sometimes lives out the value
	Often lives out the value
	Always lives out the value
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1

Fails to Meet
Performance
Expectations

The employee’s work is
below the basic
requirements and
immediate and
continued improvement
i required

A performance
improvement plan is to
be discussed and
agreed to by the
employee and the
supervisor

Continued failure to
show improvement may
result in additional
action

2

Inconsistently Fuffils
Performance
Expectations

The employee’s work
does not consistently
meet the most basic job
requirements of the
position. While the
employee may have
performed acceptably in
some areas, overall job
performance needs to
be improved

A performance
improvement plan is to
be discussed and
agreed to by the
employee and the
supervisor

Failure to demonstrate
improvement may result
in additional action

3

Performance
Expectations Fulfilled

Consistently fulfills
performance
expectations and
periodically may exceed
them

Work is of high quality
in all significant areas of
responsibility

Any performance
concerns are resolved
through coaching,
feedback, and self-
initiative

Exhibiting HOPE
culture in all aspects of
work and interactions

4

Frequently Exceeds
Performance
Expectations

Always achieves
performance
expectations and
frequently exceeds them

Demonstrates
performance of a very
high level of quality

Significantly contributes
to the success of the
services and projects
they support

Frequently exhibiting
HOPE culture in all
aspects of work and
interactions

5

Consistently Exceeds
Performance
Expectations

Consistently exceeds
performance
expectations

Demonstrates
exceptional quality of
work in all essential

areas of responsibilty

Always makes an
exceptional or unique
contribution in
achievement of unit,
department, and
organization's
objectives

Consistently exhibiting
HOPE culture in all
aspects of work and
interactions
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