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Performance review

This is your performance review record. Make sure you first consult the performance review framework before completing this. If you have any questions, please speak to your line manager.
	Employee name
	

	Line manager name
	

	Mentor name (if applicable)
	

	Starting date
	

	Current working pattern
	

	Last review date
	

	This review date
	



	[bookmark: _Hlk35345030]Your role

	In your own words, briefly describe what you consider to be your role at the moment, your main responsibilities at Darwin, and how this fits in with Darwin’s wider objectives and deliverables.

	

	[bookmark: _Hlk35360614][bookmark: _Hlk35360449]Your current individual targets and objectives

	Please list the individual targets and objectives you have currently agreed with your line manager. What support, tools, and resources are you relying on to meet each target and objective?

	



	Your previous targets and objectives

	Copy and paste the targets and objectives that you listed from your previous review record, then rate and comment on your progress.

	Targets and objectives from last review
	RAG
	Comments

	

	
	

	Your achievements so far

	Briefly, what do you feel you have achieved since your last review? What are you most proud of? How have you contributed towards Darwin’s objectives and deliverables?

	



	Development points

	Is there anything you feel is not going as well as it could? What skills or knowledge do you feel you need to improve? Are you encountering any challenges you need additional support to overcome?

	

	Your learning plan

	Please summarise your learning outcomes this year. What are you working on right now in your learning plan? What is next? What else would you like to add to your learning plan in future?

	



	Your feedback to Darwin

	Please tell us how you feel about working at Darwin. Is there anything you think we do really well? Do you have any suggestions for how we could do better?

	[bookmark: _Hlk35346028]



	Your self-assessment performance rating

	What performance rating did your manager give you at your most recent formal review? 

	

	How would you describe your performance overall since your last formal review? Briefly explain your thoughts. 

	[bookmark: _Hlk35345455]

	What rating would you give yourself? (please underline)

	Poor
	Underperforming
	Good
	Great
	Amazing

	Please refer to the key at the end of this document for guidance on each rating.

	[bookmark: _Hlk35363039]Looking ahead to your next review…

	In light of the feedback you have received from peers, mentors, and managers, what do you plan to do over the next few months, in order to ensure you meet or exceed expectations?

	



	Feedback you have received

	Copy and paste here any feedback you may have received about your work from colleagues, clients, and stakeholders. Your manager can also add any feedback they have received about you.

	



	Mentor comments

	



	[bookmark: _Hlk35345466]Line manager comments

	

	Overall performance rating (please underline)

	[bookmark: _Hlk35346314]Poor
	Underperforming
	Good
	Great
	Amazing

	Guide to managers

	Formal performance ratings should only be provided for mid-year reviews and annual appraisals. 
During ad-hoc performance reviews, no indicative ratings are due, but specific feedback should be provided to support employees to improve performance.



	Performance rating key

	Performance ratings are given periodically alongside formal performance reviews. Darwin’s senior leadership team also consider performance ratings when deciding pay rises and bonuses.

	Rating
	Description

	Poor
	Employee performance, attitude, conduct, or attendance is below acceptable standards. Employee does not absorb manager feedback and has shown little to no improvement. Manager may decide to take disciplinary action.

	Underperforming
	Employee performance is not meeting expectations. Manager may decide to provide additional support, training, and/or more frequent supervision.

	Good
	Employee is meeting all expectations in a professional and timely manner. 

	Great
	Employee is meeting expectations and also exceeding expectations in some areas. May be ready to take on additional responsibility. 

	Amazing
	Employee is exceeding expectations in most or all areas, proactively goes the extra mile, and is recognised as a role model by their peers. A really extraordinary individual who merits extraordinary recognition.
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