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TOOL:  Sample Performance Review Meeting Template
POSTED:  October 2012
[INSERT YOUR ORGANIZATION’S NAME HERE]
PERFORMANCE REVIEW MEETING TEMPLATE

Name of Employee: ______________________________________________________       

Job Title: ______________________________________________________________ 

Date of review: ________________________________________ 

Date of next meeting: ___________________________________ 

Review 

1. What was particularly successful during this review period? 

2. Are there areas which could have worked better? 

3. How can things be improved? 

4. Let’s review your objectives from the last performance review. 


How do you feel about these objectives? Is there anything you would add/take off the list? 

5. List any obstacles or barriers that prevented you from reaching these objectives? 

6. Outline four specific objectives for next six months. 

a)
b)

c)

d)

7. What support might you need to reach/complete these objectives? 

Training, Professional Development, and Learning Plan 

8. What training, professional development have you participated in the previous months? Do you have any comments on the impact of this training? 

9. List four specific goals that you would like to accomplish during the next review period. 

10. What support/resources will you need to achieve these goals? 

Staff Comments: 

Manager Comments: 

Signatures 

I confirm that this form contains a fair and accurate summary of our performance review meeting. 
Staff signature: ___________________________________________ 

Date: ___________________________________________________ 

Supervisor signature: ______________________________________ 

Date: ___________________________________________________ 
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