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About the Document 

name PR-ALL-3180-M. Interim Performance Review Form 

owner HR   

access & use All Staff 

what it is 

Performance review form that includes basic areas for review and discussion. 
Used for performance reviews in which a condensed form is more 
appropriate, for example: 

 Between formal annual performance reviews 

 When an employee changes managers 

 Doing a performance review for a temporary employee 

who uses it Employees eligible for an abbreviated performance review, and their 
managers 

used with JE-ALL-3530-M. Job Description Form 

Note: Once completed, the Performance Review Form contains sensitive information. Use caution 
and discretion when printing or leaving your desk with it on-screen.   

Working with the Document 
 Gray shaded form fields are input placeholders. To replace the text in these form fields, click 

ONCE on the field and type your new content. 

 To insert a check inside a check box, double-click on the check box and under the Default value 
heading, select Checked.   

 Table cells will expand to accommodate any length of text.   PR
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 If required, you can copy and paste to add additional rows to the tables. Place the cursor in a 
row, right-click, and select Insert > Insert Rows Below.  Or, to copy and paste a row, select the 
entire row and press Ctrl + C, then place cursor in the first cell of the destination row and press 
Ctrl + V. 

Why This Process is Important 
We believe you should be given frequent and meaningful feedback on your performance in your job that 
allows you to maximize job satisfaction, while satisfying the requirements of the position.   

The annual performance reviews process allows us to regularly evaluate general performance and 
measure progress toward specific goals.  However, changes can occur between annual reviews that 
make it useful to have an interim “check-in” with your manager (e.g., a management change, or 
transition to a new position).  An interim check-in can inform your formal annual review, or help guide 
activity and effort between reviews.   

The Process 
1. Employee completes the form and sends to manager by the communicated deadline.  

2. Manager reviews the completed form and adds comments.  

3. Manager and employee meet to discuss the completed form and finalize its content. 

4. Final completed form is reviewed by CUSTOMIZER:  Example: your manager's supervisor and HR.  

Interim Performance Review Meeting 
Once you and your manager have both completed your sections of the form, your manager will schedule 
a meeting with you to discuss it. 

This is a great opportunity to have a frank discussion with your manager about your performance in the 
position, opportunities for growth, and your career goals.   The meeting will go something like this:  

1. Review sections A and B of the form, with a focus on areas where your perceptions differ from 
your manager.   

2. Discuss and finalize section C together.   

3. If changes need to be made to the form as a result of the meeting, your manager will make 
them. 

4. Complete section E, where you both sign off on the form.  If you and your manager have a 
difference of opinion on anything, there’s room for you to add brief comments or attach longer 
ones. 
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A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   
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5. Your manager will forward the final completed form and any attachments to CUSTOMIZER:  
Example: his/her supervisor and then submit it to HR. 

The Form 

Overview 

The Interim Performance Review Form is divided into 4 sections: 

A. Position Requirements & Competencies:  You and your manager comment on job-specific, 
technical skills in which you excel in your current position, plus those that would benefit from 
further development. 

B. Success Traits:  You and your manager comment on success traits in which you excel in your 
current position, plus those that would benefit from further development.   

C. Helping You Succeed:   You list 1-2 short-term career goals and suggest how your manager can 
help you achieve them. 

D. Sign Off:  You and your manager sign off on the review.  You may add brief comments to the 
form, or attach longer comments, if desired. 

In general: 

 Complete all the Employee fields in all sections of the form.  

 When adding comments and examples, be specific. 

 You may find it useful to refer to the JE-ALL-3530-M. Job Description Form for your position. This 
form describes the duties and responsibilities associated with a position, and the success factors 
and qualifications required for executing on those responsibilities. If you do not have a job 
description for your position, contact CUSTOMIZER:  Insert Contact's title, not name.  

 The form comes set up with 2 or 3 input tables per section (e.g., 3 areas where you excel, 2 
goals, etc.).  This doesn’t mean you have to stick to that number of items.  Delete or copy and 
paste additional tables in each section as needed.   

Completing the Form 

1. Open the PR-ALL-3180-M. Interim Performance Review Form and save a copy with the following 
file name convention:  Doe_Jane_Interim_Peformance_Review_2016_01_03. 

2. Double-click on the page header to open it.  Replace the <Employee Name> placeholder with 
your name, and enter the review period dates.  In most cases, these span the previous year, for 
example, 01-Apr-14 to 31-Mar-15. 

3. Complete the form electronically, not on paper. PR
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4. Complete the fields in the Overview table.  If you’re unsure what to put in a field, leave it blank. 

5. Complete sections A, B and C.  Leave Section D blank.  This will be completed with your manager 
following the interim performance review meeting. 
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