IT Performance Review Form


XYZ Organization

Information Technology Division
Performance Management Form

	Employee Name
	
	 Appraisal Date
	
	Hire Date
	

	
	
	
	
	
	

	CIO
	
	Department Name
	
	Time in Position
	

	
	
	
	

	Position Title
	
	Supervisor's Signature
	

	
	
	
	

	 Next Level Manager's Signature
	
	*Employee's Signature
	


*  Employee's signature implies neither agreement nor disagreement with this appraisal.  The signature indicates only that the 

employee has read this evaluation and discussed it with the supervisor.

I  PERFORMANCE REVIEW -  Use additional sheets if necessary.

A.  Delivery: (with input from your immediate supervisor (the gray column) complete the form on pages 4-5 concerning your deliverables as they align with the IT Division Annual Action Plan.

	Performance Rating:
	
	
	Performance Weighting:
	


B.  Fiscal Management:

Expected Level of Performance: ran your operating unit/department within financial policies and procedures of the XYZ Organization and delivered all services and projects within the financial commitments and constraints set by the CIO and the XYZ Corporation as appropriate.

Actual Performance Results:

	Performance Rating:
	
	
	Performance Weighting:
	


C.
People Management:

Expected Level of Performance: Recruited, retained, trained and developed your IT team in line with the standards of the IT Division’s Training and Development framework and to the satisfaction of your team as measured in retention rates and overall staff satisfaction.

Actual Performance Results:




	Performance Rating:
	
	
	Performance Weighting:
	


NAME: _____________

II  SIGNIFICANT ACCOMPLISHMENTS/UNUSUAL OBSTACLES

(Summarize any accomplishments and/or obstacles which may have had particular impact.)

	III  SKILLS ANALYSIS / MODE OF PERFORMANCE 

(This section is used to examine HOW the employee achieved his/her end results.  Accordingly, consider the degree to which each of the following operating principles contribute to the employee's effectiveness. Please indicate the appropriate "Appraisal Code" within each box and illustrate with pertinent job-related examples.) 
	    APPRAISAL CODE

       +   a strong point

        s    fully satisfactory

        -    needs improvement

        o   not observed


	
	Prioritize for customer value
	
	Manage through consensus/delivered as team
	
	Go direct
	
	Value collaboration/information sharing


	
	Respect each other and value difference 
	
	Manage by fact
	
	Take responsibility
	
	Celebrate


	
	Make and honor commitments 


Comments: 

For positions with supervisory accountabilities in addition to the preceding:

	
	Leadership
	
	
	Goal Setting/Evaluation
	
	
	Progress toward Affirmative Action Goals


	
	Decisiveness
	
	Development of Staff
	
	Progress toward maturing the IS organization


Comments:

NAME: _________

IV  DEVELOPMENT DISCUSSIONS

A.  Recommendations for Development

(List specific recommendations to facilitate continued employee development for professional growth.)

B.  Performance Improvement Requirements

(List specific areas in which performance did not meet expectations and improvement are necessary.)

C.  Actions to be taken by Employee/Supervisor

(i.e., related to specific recommendations and/or requirements in either A or B above)


V  OVERALL PERFORMANCE RATING:



 Code 5  -  Performance clearly and  consistently exceeds all job requirements.



 Code 4  -  Performance frequently exceeds job requirements.



 Code 3  -  Performance consistently meets all job requirements. 



 Code 2  -  Performance meets some but not all job requirements.



*Code 1  -  Performance consistently fails to meet job requirements.



* Requires consultation with Human Resources Management

	            OVERALL PERFORMANCE RATING:
	


VI  EMPLOYEE COMMENTS (Optional):
______________

	Goal #1: 

	Annual Plan Commitments

key: p=primary responsibility; s=secondary responsibility
	Actual Deliverables for FY2003

	Performance Metrics


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Goal #2: 

	Annual Plan Commitments
	Actual Deliverables for FY2003
	Performance Metrics

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


___________

	Goal #3:  

	Annual Plan Commitments

key: p=primary responsibility; s=secondary responsibility
	Actual Deliverables for FY2003
	Performance Metrics

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Goal #4: 

	Annual Plan Commitments
	Actual Deliverables for FY2003
	Performance Metrics

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Goal #5: 

	Annual Plan Commitments
	Actual Deliverables for FY2003
	Performance Metrics

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


� This form is derived from a form adapted by the author for the Information Services Division of Northeastern University


� This column is filled out by the supervisor and reviewed with the employee based upon IT Annual Plan content.  At the Director’s level, this column will include verbatim commitments from the Plan.  But at the Manager level, these commitments will be more granular.


� During the review process, Directors and Managers will complete this column, indicated what was actually delivered against the Plan commitment.


� In the Plan, every deliverable also includes associated metrics.  During the review process, the employee will complete this column, indicating the actual metrics achieved as part of delivery (e.g. project delivered on time, in budget, and with a customer satisfaction rating of 4.65).
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