Team Member Name: _____________________

Reviewer Name: _____________________


Performance Appraisal
Manager Evaluation of Individual Team Member
According to the scale below, rate the extent to which the individual team member exemplifies the specified attitudes, behaviors, and competencies necessary to successfully contribute to project team activities.
	1
	2
	3
	4

	Never
	Sometimes
	Usually
	Always


Punctuality
	1. Employee comes to work on time.
	1     2     3     4     n/a

	2. Employee gives advanced notice when taking time off.
	1     2     3     4     n/a

	3. Employee takes appropriate breaks and lunches.
	1     2     3     4     n/a

	4. Employee timely and accurately responds to email and voice messages.
	1     2     3     4     n/a

	5. Employee comes to work and meetings rested and prepared.
	1     2     3     4     n/a


Average Punctuality Score: __________________
Attitude

	1. Employee acts in a positive manner, even under stress, and obtains positive results.
	1     2     3     4     n/a

	2. Employee displays high energy and creates a motivating environment for the team.
	1     2     3     4     n/a

	3. Employee demonstrates company values and follows administrative policies.
	1     2     3     4     n/a

	4. Employee mentors and coaches fellow team members effectively and appropriately.
	1     2     3     4     n/a

	5. Employee wears appropriate attire and maintains appropriate grooming and hygiene.
	1     2     3     4     n/a


Average Attitude Score: __________________

Behaviors

	1. Employee acquires the skills and knowledge necessary to contribute to the project.
	1     2     3     4     n/a

	2. Employee assists team members that experience difficulties.
	1     2     3     4     n/a

	3. Employee exerts the time and effort needed to ensure project success.
	1     2     3     4     n/a

	4. Employee travels as needed to ensure project success and customer satisfaction.
	1     2     3     4     n/a

	5. Employee effectively confronts unproductive team members to improve results.
	1     2     3     4     n/a

	6. Employee is receptive to team member recommendations for improvement.
	1     2     3     4     n/a

	7. Employee demonstrates honesty and integrity in all interactions.
	1     2     3     4     n/a

	8. Employee demonstrates a willingness to forego individual opinion for the team.
	1     2     3     4     n/a

	9. Employee is willing to equally share responsibilities among team members.
	1     2     3     4     n/a

	10. Employee asserts the same effort and dedication to the project as other members.
	1     2     3     4     n/a


Average Behaviors Score: __________________

Competencies

	1. Employee is able to analyze and solve problems timely and effectively.
	1     2     3     4     n/a

	2. Employee can provide direction to other members without being demanding.
	1     2     3     4     n/a

	3. Employee continually learns new skills and remains informed about industry trends.
	1     2     3     4     n/a

	4. Employee is diplomatic in conversations and respectful toward all team members.
	1     2     3     4     n/a

	5. Employee has effective written, verbal, and nonverbal communication skills.
	1     2     3     4     n/a

	6. Employee can effectively manage one’s time and assigned tasks.
	1     2     3     4     n/a

	7. Employee can independently, effectively, and timely make decisions.
	1     2     3     4     n/a

	8. Employee can work cooperatively with team members in a variety of situations.
	1     2     3     4     n/a

	9. Employee accurately completes assigned tasks.
	1     2     3     4     n/a

	10. Employee effectively uses resources to timely and efficiently complete tasks.
	1     2     3     4     n/a


Average Competencies Score: __________________
Overall Individual Average: __________________

Performance Appraisal

Manager Evaluation of Team
According to the scale below, rate the extent to which the team exemplifies the specified attitudes, behaviors, and competencies necessary to successfully contribute to the project.

	1
	2
	3
	4

	Never
	Sometimes
	Usually
	Always


Planning
	1. Team effectively plans activities to ensure timely delivery.
	1     2     3     4     n/a

	2. Team plans accordingly when team members are absent.
	1     2     3     4     n/a

	3. Team meets regularly to evaluate progress to ensure success.
	1     2     3     4     n/a

	4. Team regularly meets with PM to ensure alignment with goals and expectations.
	1     2     3     4     n/a


Average Planning Score: __________________

Processes
	1. Team has developed effective and efficient processes to achieve results.
	1     2     3     4     n/a

	2. Team regularly reevaluates processes to improve productivity.
	1     2     3     4     n/a

	3. Team processes are in alignment with company values and policies.
	1     2     3     4     n/a

	4. Team processes utilize all members’ strengths and compensate for weaknesses.
	1     2     3     4     n/a


Average Processes Score: __________________

Interdependence
	1. Team embraces members’ strengths and skills to ensure positive results.
	1     2     3     4     n/a

	2. Team identifies members having difficulties and provides appropriate assistance.
	1     2     3     4     n/a

	3. Team exerts the time and effort needed to ensure project success.
	1     2     3     4     n/a

	4. Team effectively deals with unproductive team members to improve results.
	1     2     3     4     n/a

	5. Team fosters an environment that encourages recommendations for improvement.
	1     2     3     4     n/a

	6. Team successfully distributes tasks and responsibilities equally to members.
	1     2     3     4     n/a

	7. Team demonstrates healthy levels of competition.
	1     2     3     4     n/a

	8. Team successfully shares information among members.
	1     2     3     4     n/a


Average Interdependence Score: __________________

Results
	1. Team has successfully achieved its goals.
	1     2     3     4     n/a

	2. Team has met PM expectations for products and/or services provided.
	1     2     3     4     n/a

	3. Team has met customer expectations for products and/or services provided.
	1     2     3     4     n/a

	4. Team effectively used resources to achieve positive results.
	1     2     3     4     n/a

	5. Team met its productivity goals according to estimated timeline.
	1     2     3     4     n/a


Average Results Score: __________________
Overall Team Average: __________________
Team Member’s Overall Performance Review Score

Assign a weight of importance to each evaluation type (all types must add up to 100%), and calculate the weighted average (overall average multiplied by the assigned weight percentage). To calculate the team member’s overall performance review score, simply add the weighted averages for all evaluation types.

	Evaluation Type
	Overall Average
	Assigned Weight
	Weighted Average

	Manager Evaluation of Individual
	
	
	

	Manager Evaluation of Team
	
	
	

	Self Evaluation
	
	
	

	Peer Evaluation
	
	
	

	
	
	TOTAL SCORE:
	


