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Performance Appraisal Form

                        - Staff - 

	Name:
	

	Department or Project:
	

	Reviewing Manager:
	


	Appraisal Period:
	


	Interim Review Date:
	
	Interim Review Rating:
	


	Overall Review Date:
	
	Overall Review Rating:
	


	Performance Ratings

	5
	Outstanding
	Individual makes an outstanding contribution

	4
	Exceeds Expectations
	Individual regularly exceeds job expectations

	3
	Proficient
	Individual meets job expectations

	2
	Needs Improvement
	Individual does not consistently meet job expectations

	1
	New External Hire
	Too soon to give a performance rating


Please note that performance ratings may also be marked in the following intervals: 2.5, 3.5, 4.5, but no other ratings will be acceptable.

	This appraisal has been reviewed and discussed with me. 

	
	
	
	

	Manager
	
	Date
	

	Employee
	
	Date
	


The annual performance review cycle at Fidelity Investments runs from March – February. 

This form captures a summary of the main annual objectives (a more detailed definition of deliverables may be attached as necessary) together with comments on performance during the review cycle.  The annual performance appraisal will take place in September and is used as an input into the bonus review. The first review will take place in March and will be used as an input into the pay review.
PART 1 - Annual Goals and Objectives 

(to be filled in by the manager after agreeing on the goals with employee)

This part of the appraisal is to review an individual’s performance against set objectives, relating to both business and personal development needs. The setting and ongoing review of such objectives and targets will provide a clear and specific definition of delivery requirements and timescales. This is important in ensuring employees fully understand what is required for them to succeed. 

	Performance Goal/Objective
	Delivery Date
	Measure of Success
	Progress Update/Outcome
	Rating

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Total Rating – Goals & Objectives:
	


PART 2/1 – Performance & Behaviour Summary - VALUES

(to be filled in by the manager)

Within Systems, Operations and IA the application of our skills to ensure quality delivery of objectives is essential.  Equally important are the behaviours we demonstrate in meeting our objectives.  Irrespective of our role or level within the company the following values within Systems, Operations and IA are expected and you will be assessed against these values in everything you do.

	
	Comment on your application of core values
	InterimRating

(from 1 to 5)
	OverallRating

(from 1 to 5)

	Customer Focus 

	· Putting our customers at the centre of everything we do.

· Understanding their requirements and working with them to provide timely solutions. 


	
	
	

	Teamwork 

	· Achieving the best possible results by working together collaboratively.
· Sharing ideas, skills, experience and resources to achieve our goals. 


	
	
	

	Respect 

	· Treating people as you would wish to be treated yourself – irrespective of seniority. 

· Ensuring everyone you work with feels valued and appreciated for their contributions. 

	
	
	

	Innovation 

	· Striving to do things better. 

· Encouraging people to be creative and to take calculated risks. 

	
	
	

	Ownership 

	· Taking responsibility for the delivery of targets, tasks and objectives and being accountable for their delivery. Understanding our role and how it contributes to the broader business goals.

	
	
	

	Integrity 

	· Sharing information in an open, clear, thoughtful and timely manner. 

· Being open minded to others’ views, ideas and challenges.

· Doing the right thing even when no one is watching.

· Always being objective, fair and candid. 
	
	
	

	Enthusiasm

	· Working with a sense of zeal and energy and enthusing the same in people around us. 


	
	
	


PART 2/2 - Performance & Behaviour Summary - SKILLS (to be filled in by the manager)

At Fidelity Investments the application of our skills to ensure quality delivery of objectives is essential.  Equally important are the behaviours we demonstrate in meeting our objectives.  Irrespective of our role or level within the company the following principles are valued:

	Competency
	Relevant for role

(please tick)
	Rating

(from 1 to 5)

	Execution
	Communicates Effectively 

Speaks clearly and concisely expresses himself / herself well in groups and one-to-one discussions; delivers effective presentations. Ensures a smooth flow of information between himself / herself and others through clear speaking and writing, encourages the open expression of ideas and listens effectively. 
	
	

	
	Influences Effectively

Asserts own ideas and persuades others; gains support and commitment from others; negotiates effectively. Advises and assists internal customers; provides input into organizational strategies.
	
	

	
	Builds Effective Relationships

Relates to others in an open and accepting manner; initiates and develops relationships with others as a key priority; Initiates and develops relationships with a wide variety of people based on trust.
	
	

	
	Ensures Accuracy and Quality

Emphasizes the need to deliver quality products or services; defines standards for quality and evaluates products, processes or services against those standards; is accurate and precise.
	
	

	
	Shows Effective Planning and Organisation Skills

Develops plans that are appropriately comprehensive, realistic and effective in meeting goals; allocates own time efficiently; accurately assesses resource needs; develops contingency plans when necessary. 
	
	

	
	Solves Problems Efficiently

Gathers relevant information systematically; considers a broad range of issues of factors; understands complexities and sees relationships between problems or issues; includes others in problem-solving efforts when appropriate.
	
	

	
	Knows the Business

Shows understanding of issues relevant to the broader organization and business; keeps that knowledge up-to-date; understands the impact of external events on organizational plans and objectives.
	
	

	
	Applies Sound Judgment

Applies logic and experience to make timely, sound judgments.
	
	

	
	Uses Technical and Functional Knowledge

Possesses up-to-date technical knowledge; is regarded as an expert in the technical / functional area; uses quantitative data to draw conclusions; presents technical information in easily understood terms.
	
	

	
	Demonstrates Analytical & Process Thinking

Gathers relevant information systematically; considers a broad range of issues or factors; understands complexities; Approaches issues from a broad perspective, considering a wide range of information and factors; understands complexities and sees relationships between problems and issues.
	
	

	
	Achieves Targets

Strives to attain results; conveys a sense of urgency and drives issues to closure; persists despite obstacles and opposition.
	
	

	
	Strives for Personal Development

Learns from experience; actively pursues learning and skill development; seeks feedback and welcomes unsolicited feedback; modifies behaviour in light of feedback.
	
	

	
	Demonstrates Flexibility

Is willing to adjust to multiple demands, shifting priorities, ambiguity and rapid change; shows resilience in the face of constraints, frustrations, or adversity.
	
	


Main strengths: (please copy-paste competencies above and comment)

	
	Comments:

	
	Comments:

	
	Comments:


Main areas for development: (please copy-paste competencies above and comment)

	
	Comments:

	
	Comments:

	
	Comments:


	Total Rating – Skills Summary:
	


Part 3 = Personal Development Plan, see separate sheet
PART 4 – SUMMARY 

Ratings:

	Rating – Goals & Objectives:
	

	Rating – Values:
	

	Rating – Skills Summary:
	

	TOTAL Rating:
	


Comments:

	Manager’s performance summary:

	


	Employee’s performance summary:
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