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	Project Performance Feedback

	Document Owner:




This form is used by the Project Manager to provide performance feedback on project team members.  This feedback is provided to the Resource Manager, whose responsibility it is to act on the feedback according to their judgement and Penn resource management policies.  

On an annual basis, the Project Manager needs to generate performance feedback for any staff member who has been a member of the project team for at least three months during that year.  For any given staff member, feedback will be generated according to the following schedule: when the staff member leaves the project team, when the project ends, or at the end of the annual appraisal cycle, whichever comes first.

The performance feedback should be objective and factual, citing specific examples of commendable or problematic behavior, attitude, proficiency, productivity or project contribution.  In the feedback, the term “very effective” is meant to describe performance where the individual not only demonstrated effectiveness in their own role, but also had a positive impact on the overall project team’s effectiveness in meeting the client’s goals.

Items marked with an asterisk (*) are available in Planview.
Project Information
	Project Title*
	
	Project ID*
	

	
	The name of the project
	
	Planview assigned ID 

	Project Manager Name
	
	Project Manager Penn ID:
	

	
	Project Manager’s name
	
	Project Manager’s Penn ID number

	Resource Name
	
	Resource Penn ID Number
	

	
	Name of the staff member for whom performance feedback is provided
	
	Staff member’s Penn ID number

	Performance Period: 

From
	
	Performance Period: 

To
	

	
	Start of the staff member’s involvement on the project during this appraisal cycle
	
	End of the staff member’s involvement on the project during this appraisal cycle


Description of project role(s) and responsibilities
	Provide a description of the role(s) the staff member played on the project, including specific duties, responsibilities, skills and skill levels, and commitment level (i.e., percent of time spent on project relative to other assignments) 

	


Performance Summary
	Identify the staff member’s overall level of effectiveness in fulfilling his/her responsibilities on this project. 

	How effective was the staff member in fulfilling the specified role(s) and responsibilities on this project?

[  ] Very effective

[  ] Effective

[  ] Not effective


Provide performance feedback on each of the key competencies listed below.  Comments are optional unless performance in that area was not as effective as it should have been.
	 Competency performance feedback

	Accountability & Initiative

	Comments/performance examples 

	Level of effectiveness:

[  ] Very effective

[  ] Effective

[  ] Not effective



	Clear Communication

	Comments/performance examples 


	Level of effectiveness:

[  ] Very effective

[  ] Effective

[  ] Not effective

	Organization/Project Management

	Comments/performance examples 


	Level of effectiveness:

[  ] Very effective

[  ] Effective

[  ] Not effective

	Problem Solving & Technical Skills

	Comments/performance examples 


	Level of effectiveness:

[  ] Very effective

[  ] Effective

[  ] Not effective

	Working Collaboratively

	Comments/performance examples 


	Level of effectiveness:

[  ] Very effective

[  ] Effective

[  ] Not effective


Specific Suggestions for Development
	Provide suggestions (if any) for the Resource Manager to take into consideration when discussing career goals and directions as well as training and other growth opportunities.
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