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[NB: Companies should have additional guidance and training for managers completing these assessments to ensure they are consistent and objective.  There may also be some matters which need to be ignored in the assessment such as family leave/leave related to disabilities and guidance should be clear on this for managers.] 
	Employee Name
	

	Department/Sector
	

	Job Title 
	



Scoring: 
1: Very poor, 2: Poor, 3: Average, 4: Good, 5: Excellent.  
Weighting:
Each of the criteria is weighted to take account of importance as set out below.  Scores are, therefore, increased/decreased by the appropriate percentage to reach the sub-total.
Assessment
	Criterion 
	Score
	Weighting 
	Sub-Total
	Comments 

	Performance
	
	[NUMBER]%
	
	

	Skills/Experience
	
	[NUMBER]%
	
	

	Attendance Record
	
	[NUMBER]%
	
	

	Time-Keeping
	
	[NUMBER]%
	
	

	Disciplinary Record
	
	[NUMBER]%
	
	

	[Insert other selection criteria to be used]
	
	[NUMBER]%
	
	



	TOTAL
	



THIS SECTION IS TO BE COMPLETED FOLLOWING CONSULTATION WITH THE EMPLOYEE
	Employee’s Comments
	




	Scoring [Manager’s][Managers’] Comments
	






Scoring Manager[s]:
Name[s] 		……………………………………..	Signature[s] 	……………………………………..	Date	……………………………
[Reviewing Manager:
Name 			……………………………………..	Signature 	……………………………………..	Date	……………………………]



[image: clarks-template-footer (002)]

Simply Business have teamed up with Clarkslegal LLP to bring you a free, customisable legal document. Simply Business are one of the UK's biggest small business insurance providers, insuring over 400,000 self-employed people and landlords. Because this is a template document, it hasn’t been drafted to meet your individual requirements and it doesn’t constitute legal advice from Clarkslegal LLP to you. As well as filling in the obvious gaps (e.g. relevant names and dates), so that you can personalise it for your own use, you might also want to make your own changes to it. Depending on your particular circumstances, it might not contain everything that you need. If you do decide to adapt it in any way, the changes you make are your sole responsibility. Whilst this document isn’t intended to replace the personalised, professional advice you can receive from a solicitor, if you have any questions about it and/or would like legal advice in relation to matters covered by this template document, Clarkslegal LLP can of course help you. All you need to do is get in touch and Clarkslegal LLP will talk you through your options on how to get the right legal advice and ensure the document is fully tailored to fit your own requirements. As you’d expect with template materials and general guidance from any similar source, Clarkslegal LLP don’t accept responsibility for any action you might take in relation to documentation provided on this website. (Clarkslegal LLP are also obliged to point out that, to the fullest extent permitted by law and except in respect of death or personal injury arising from our negligence, Clarkslegal LLP exclude liability for any claims, loss, demands or damages of any kind whatsoever with respect to this document including, without limitation, direct, indirect, incidental or consequential loss or damages, whether arising from loss of profits, loss of revenue, loss of data, loss of use, loss of reputation, loss of goodwill or otherwise and whether or not the possibility of such loss has been notified to us.)  
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