TOOLPILOT  /  FREE RESOURCES
Performance Review Template
A structured conversation about impact, development, and next goals.
	Fair review reminder  Use specific examples, agreed expectations, and evidence. Avoid relying on recent events or vague personality labels.



	Team member
[Name]
	Reviewer
[Name]

	Review period
[Dates]
	Meeting date
[Date]



1. Contributions and impact
	Outcome / project
	Evidence or result
	Strength demonstrated

	[Outcome]
	[Metric / example]
	[Strength]

	[Outcome]
	[Metric / example]
	[Strength]



2. What is going well?
[Specific behaviors and conditions to continue.]
3. Growth opportunities
[Skill or outcome to improve, support needed, and next practice opportunity.]
4. Goals for next period
	Goal
	Success measure
	Support / resources
	Review date

	[Goal]
	[Evidence]
	[Support]
	[Date]

	[Goal]
	[Evidence]
	[Support]
	[Date]



5. Follow-up
	Employee comments
[Notes]
	Agreed follow-up
[Date / action]



Editable template • Replace bracketed prompts before use




