
5 STEP  
PERFORMANCE  
REVIEW 
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List the team 
member’s core 
responsibilities

Consider to what 
extent they are 
fulfilling those 
responsibilities 
and meeting 

your 
expectations.

(Both give a 
rating and 
compare)

Ask for their 
view on how 

they are 
performing

Give your view 
on how they are 

performing

Agree on what 
needs to be 
done moving 

forward 
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