MANAGEMENT PERFORMANCE REVIEW FORM - ADDENDUM
Employee Name: 

Date: 

Reviewing Supv/Mgr: 

	These responsibilities can be used when appraising management employees. Summarize performance in the space provided. Note that the description accompanying each responsibility contains only a few examples of the possible areas to be considered in evaluating performance on that area.
	


	


	


	



	Planning

Planning goals and allocating resources to meet them. Areas to consider are:

· Maximizing schedule efficiency

· Setting objectives

· Developing strategies

· Monitoring progress

· Implementing company strategies

· Budgeting
	Define:

Review:
	[ ]
	[ ]
	[ ]
	[ ]

	Staffing 

Selecting and training employees in support of organization objectives. Areas to consider are:

· Selecting

· Orienting

· Training

· Development

· EEO responsibilities

· Safety awareness/training


	Define:

Review:
	[ ]
	[ ]
	[ ]
	[ ]

	Coaching and Delegating

Developing employees through direct performance feedback. Areas to consider are:

· Conducting timely performance appraisals

· Providing praise and recognition

· Correcting poor performance and safety violations promptly

· Setting high standards (zero defects)/positive examples

· Providing clear instructions/ explanations
	Define:

Review:
	[ ]
	[ ]
	[ ]
	[ ]

	Consideration

Showing respect for others and maintaining smooth working relationships. Areas to consider are:

· Keeping subordinates and superiors informed

· Facilitating teamwork

· Soliciting input from others

· Identifying and resolving conflict
	Define:

Review:


	[ ]
	[ ]
	[ ]
	[ ]
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