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Performance & Development Interview Form
This form consists of two parts: part A (Assessment. This part will not be completed during the initial interview) and part B (Agreements). For assistance with filling in this form, please see the notes on the P&D interview form (pdf). 

General Information

	Name
	

	Position
	

	Faculty/Expertise Centre/Administration and Central Services
	

	Unit/Institute/Department
	

	Supervisor
	

	Supervisor’s Superior/Assessing Authority
	

	Personnel & Organisation (P&O) Advisor
	

	Evaluation Period
	
	to
	

	Previous Evaluation Period
	
	to
	

	Date of P&D Interview
	

	Annual Report Available
	Yes
	No
	◄ Remove what is not applicable


Part A – Assessment
1.
Assessment of Evaluation Period Results
(to be filled in by the supervisor)
Letter Codes
A - exceeds requirements
B – meets requirements
C – does not entirely meet requirements
D - does not meet requirements
1.1 Previous Agreements with regard to:
	Performance area
	Results

(including an assessment of the results, in words)
	Score: 
A, B, C or D 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1.2 Agreements Regarding Development, Areas of Competence  and Other Issues 

	Agreement
	Results (including an assessment of the results, in words
	Score: 
A, B, C or D 


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1.3 Total Assessment Score (Letter Score) 

	


1.4 Assessment of overall results (a brief, concrete assessment of the employee’s performance, in 50 words or less
	


1.5 The employee’s Response to the Assessment of the Results
(to be filled in by the employee, should s/he so desire)
	


1.6 Other Topics for Discussion 

	


	Signature of Assessment 


	
	Signature 
	Date

	Employee
	Seen/Approved 

	

	Supervisor
	
	

	Supervisor’s Superior / Assessing Authority
	
	


Administrative Processing
	
	Initials
	Date

	P&O (seen and processed)
	
	../../200.


Part  B - Agreements
In the space provided below, note down concrete agreements with regards to the employee’s expected results and professional development. Indicate what will be done when and who will take the initiative. Also indicate the period for which these agreements are applicable.
1.1 Agreements with regard to
	Performance area
	Expected results
	Period

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1.2 Agreements with regard to Development, Areas of Competence  and Other Issues 



	Performance area
	Expected results
	Period

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Signature of Agreement 

	
	Signature 
	Date

	Employee
	Seen/approved 

	

	Supervisor
	
	


Administrative Processing



	
	Initials
	Date

	Supervisor’s Superior/ Assessing Authority (seen)
	
	

	P&O (seen)
	
	../../200.


� The assessment of areas of competence is optional (please refer to notes on the P&D form)


� The employee should sign the assessment as seen or approved (procedure for P&D interviews, section 8, paragraph 3). The supervisor should sign as endorsed (procedure for P&D interviews, section 8, paragraph 6). The supervisor’s superior should sign as seen or endorsed in cases where there has been a request for revision (procedure for P&D interviews, section 10).


� Cross out what is not applicable.


� The assessment of areas of competence is optional (please refer to the notes on the P&D form).


� The employee should sign the agreement as seen or approved. The supervisor should sign as endorsed.


� Cross out what is not applicable
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