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Employee/Apprentice Performance Review 
 

Name: __________________________________________________________ 

 

Date of Hire:         ________________           Date of review: _______________ 

 

Check Review:         �  30 days             �  3 months             �  6 months   

                                 �  12 months         �  18 months           �  24 months 

 

Apprenticeship Year (if applicable):   �  Year 1     �  Year 2    �  Year 3     �  Year 4 

 

SECTION I 
 

Quality of Work 

Work performed is accurate and neat. 

Work is consistent, thorough and 

complete. 

����  Outstanding 

����  Exceeds Expectations 

����  Meets Expectations 

����  Improvement Needed 

����  Unacceptable 

����  Not Applicable 

Comments: 

 

Quantity of Work 

Amount of work performed on a daily 

basis is appropriate for job function.  

����  Outstanding 

����  Exceeds Expectations 

����  Meets Expectations 

����  Improvement Needed 

����  Unacceptable 

����  Not Applicable 

Comments: 

 

Job Knowledge 

Understands the job requirements and 

has specific content knowledge where 

appropriate.  

����  Outstanding 

����  Exceeds Expectations 

����  Meets Expectations 

����  Improvement Needed 

����  Unacceptable 

����  Not Applicable 

Comments: 
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SECTION II 

 

 

SOFT SKILLS  

E – Exceptional     S – Satisfactory       NI – Needs Improvement E S NI 

    

Has a positive attitude    

Is comfortable speaking to the public    

Is a team player    

Is punctual    

Has technical aptitude    

Writes legibly    

Asks appropriate questions    

Answers questions well    

Speaks clearly and articulately    

Can work with minimal supervision    

Is an effective listener    

Has a good work ethic    

Can listen and learn from mentor    

Contributes to meetings and group discussions    

Does not use slang or inappropriate language    

    

Overall performance    

 

Comments: 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

________________________________________________________________________ 

 

 

 

____________________________________________                  __________________ 

Signature of Reviewer                Date 

 

___________________________________________            ___________________ 

Signature of Employee               Date 

 

___________________________________________            ___________________ 

Signature of Manager                 Date 


