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	Employee Talent Management Check-In

	Employee Name:
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	Review Date:
	[bookmark: Text2]     

	Title:
	[bookmark: Text3]     
	Hire Date:
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	Review Period:
	From:       
	To:       
	Evaluator:
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This form is to be completed between the employee and supervisor as planned for the department or individual.  To reference the essential functions, please attach the employee’s position description and utilize it during the talent management check-in.  These check-ins may then be used to build the employee’s Annual Talent Management Review.  
	From the position description, enter the priority number for each of the essential functions for the role into a separate cell.  Then, rate the employee from 0 to 5 for each essential function.  

	Essential Duties
	Rating
	Areas of Strength
	Areas for Development
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	Overall Ranking
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	Supervisor Comments
	     

	Employee Comments
	     

	Professional Goals and Timeline:
	     

	


	Supervisor Acknowledgement:  This report is based on my observation and/or knowledge of said employee.

	     

	
	   
	
	     

	Supervisor Name 
	
	Supervisor Signature
	
	Date

	


	Employee Acknowledgement:  I have reviewed this Talent Management Appraisal with my supervisor and we have had the opportunity to discuss it.

	     

	
	   
	
	     

	Employee Name 
	
	Employee Signature
	
	Date




	RANKING SCALE

	5
	4
	3
	2
	1
	0

	Outperforming
	Exceeding Expectations
	Solid Performance
	Developing Performance
	Improvement Needed
	Unsatisfactory

	Employee demonstrates exceptional ability to exhibit organizational values.  All competence requirements, planned goals and objectives were achieved well above expectations.

	Employee consistently exceeds expectations.  All requirements were met, goals and objectives were achieved above established standards.

	Employee consistently meets and, at times, exceeds expectations.  Requirements of the competency were met, goals and objectives were achieved.

	Employee is in a growth and learning mode.  Greater growth and development can aid in the process.  Requires support, coaching, & feedback to continue making progress.

	Employee performance is somewhat below expectations, but some satisfactory elements are present.  It is anticipated that improvement is achievable but significant support, coaching, & feedback are needed.  
	Employee performance is consistently below expectations and there is little likelihood of achievement.  A ranking at this level should have already been addressed with corrective action or a PIP.
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