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 Performance Assessment and Development Form

	Employee Identification

	Name:
	     
	Position:
	     

	Supervisor's Name:  
	     
	Review Period:  
	From:
	
	To:
	

	Step 1 - Establish the Performance Plan – Beginning of Review Cycle

	At beginning of review period establish performance objectives for the position (see Section 1 which outlines “what is to be performed”) and required competencies (see Section 2 which describes “how” the work is to be performed).  This is also an excellent opportunity to discuss training and development needs (Section 3) to support success in the position and with future career objects.  

	I have reviewed and am committed to achieving the performance targets, development plans and demonstrating the competencies as outlined below. 
	I am committed to coaching and supporting the employee to be successful at reaching their performance targets, development plans and demonstrating the competencies as outlined below.

	Employee Signature and Date:      
	Supervisor Signature and Date:      

	
	

	Section 1: Performance Objectives 

	Guidelines For Drafting Objectives

	· Specific - clearly state what the employee is to achieve 

· Measurable - include quantifiable terms to indicate whether or not the objective has been achieved.    

· Attainable - realistic to attain with a reasonable effort. 

· Relevant – important to the business success of the funeral home 
· Timely - state when the employee is expected to complete the objective.
Establish weighting for each objective (total 100) to communicate relative importance/priority.

	Objective 1:      

	Exceeded
	Achieved
	Partially Achieved
	Did Not Achieve
	Relative Weight
(% of total job importance)
	   %

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Comments/Discussion Notes:      

	Objective 2:       

	Exceeded
	Achieved
	Partially Achieved
	Did Not Achieve
	Relative Weight
(% of total job importance)
	   %

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Comments/Discussion Notes:      

	Objective 3:       

	Exceeded
	Achieved
	Partially Achieved
	Did Not Achieve
	Relative Weight
(% of total job importance)
	   %

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Comments/Discussion Notes:      

	Objective 4:       

	Exceeded
	Achieved
	Partially Achieved
	Did Not Achieve
	Relative Weight
(% of total job importance)
	   %

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	


	Comments/Discussion Notes:      

	Objective 5:       

	Exceeded
	Achieved
	Partially Achieved
	Did Not Achieve
	Relative Weight
(% of total job importance)
	   %

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Comments/Discussion Notes:      

	Section 2: Competencies for the Position

	Guidelines For Drafting Objectives

	Competencies are defined as the knowledge, skills, behaviors, personal attributes and other characteristics needed for successful performance of the job. To be meaningful they should reflect the unique values and culture of your funeral home.  A Behavioural Competencies Listing including sample definitions are included in the FSABC Toolkit. 

	Required Competencies for the Position:

	·      
	 FORMCHECKBOX 

	Greatly Exceeds Expectations

	
	 FORMCHECKBOX 

	Exceeds Expectations

	
	 FORMCHECKBOX 

	Meets Expectations

	
	 FORMCHECKBOX 

	Occasionally Meets Expectations

	
	 FORMCHECKBOX 

	Improvement Required 

	·      
	 FORMCHECKBOX 

	Greatly Exceeds Expectations

	
	 FORMCHECKBOX 

	Exceeds Expectations

	
	 FORMCHECKBOX 

	Meets Expectations

	
	 FORMCHECKBOX 

	Occasionally Meets Expectations

	
	 FORMCHECKBOX 

	Improvement Required 

	·      
	 FORMCHECKBOX 

	Greatly Exceeds Expectations

	
	 FORMCHECKBOX 

	Exceeds Expectations

	
	 FORMCHECKBOX 

	Meets Expectations

	
	 FORMCHECKBOX 

	Occasionally Meets Expectations

	
	 FORMCHECKBOX 

	Improvement Required 

	·      
	 FORMCHECKBOX 

	Greatly Exceeds Expectations

	
	 FORMCHECKBOX 

	Exceeds Expectations

	
	 FORMCHECKBOX 

	Meets Expectations

	
	 FORMCHECKBOX 

	Occasionally Meets Expectations

	
	 FORMCHECKBOX 

	Improvement Required 

	·      
	 FORMCHECKBOX 

	Greatly Exceeds Expectations

	
	 FORMCHECKBOX 

	Exceeds Expectations

	
	 FORMCHECKBOX 

	Meets Expectations

	
	 FORMCHECKBOX 

	Occasionally Meets Expectations

	
	 FORMCHECKBOX 

	Improvement Required 

	Section 3: Individual Development Plan

	Skill or Competency to Develop
	Developmental Activities
	Target Date
	Date Completed
	Supervisory Comments

	1.     
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	
	
	
	

	2.     
	     
	     
	     
	     

	
	     

	     
	     
	     

	3.      
	     
	     
	     
	     

	
	     

	     
	     
	     

	Mid-Year Progress Summary 

	At least once during the performance review period meet to discuss and recognize progress towards the establish goals and identify any areas for improvement. 

	Comments/Discussion Highlights:      

	Year-End Performance Review Summary

	Overall Evaluation:

	Greatly Exceeds Expectations
	Exceeds Expectations
	Meets Expectations
	Partially Meets/
Developmental
	Needs Improvement 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      

	Sign-Off 

	Employee’s Comments.  Provide comments on review content, significant accomplishments over past year.  This is also an opportunity to note and discuss personal development goals and/or career aspirations.   

     

	Employee's Signature: 
	     
	Date:
	     

	Please note: Your signature indicates that you have read and received a copy of this review.  It does not necessarily mean that you are in agreement. 

	Supervisor’s Signature: 
	     
	Date:
	     

	Manager’s Signature: 
	     
	Date:
	     

	Manager’s Comments:      
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Refer to FSABC HR Toolkit for additional information and resources 
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