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LIONS GATE ENTERTAINMENT

PERFORMANCE APPRAISAL

This document is sent via e-mail in order to enable you to compose within it on the computer.  At this time, before you proceed any further, please save a copy by going into “File” and clicking on “Save AS”.  Then save it under your name.  When you want your manager to fill in his/her portion, then e-mail it to them and attach the copy that you just saved under your name on your computer.  When you both are finished, you must print out a copy and return it to Human Resources.

Your performance review time has arrived.  The following should be completed by you, the employee, first and then your manager should fill out his/her portion.  After you have both completed the forms, then you should sit down with your manager to discuss the overall evaluation.  

On the tables of the performance review, you are asked to rate your performance based on the categories described.  Then, your manager will rate your performance as well.  On the last page, your manager will fill out his/her portion first then return it to you to comment at the bottom of the page under “Employee comments”.  

Then, you and your manager will meet after completing your separate portions and discuss your performance.  Your manager will provide feedback to you on your progress and growth within your position.

It is vital to this process to have a job description, as this is what your evaluation is based on . We ask that you attach your job description to your Performance Appraisal. 

If you have any questions about the process, please call Human Resources.        

Employee Name: 







Title:









Department:




Manager:












Appraiser’s Manager:









Review Period:


  to 



 


Last Review Date: 





Next Review Date:





	Name:
	
	
	Date of hire:
	

	DEPARTMENT:
	
	
	CURRENT PAY:
	

	POSITION:
	
	
	APPRAISAL TYPE:
	

	REVIEW PERIOD:
	
	
	
	(Probationary / Annual / Job Change)


	Completion Guidelines
	Definition Of Performance Ratings

	Assess employee’s performance against expectations and established job requirements.  Provide performance ratings and comments where indicated.  Associate should acknowledge and add any personal comments.  Signed original Performance Appraisal should be returned to Human Resources.
	1
	Below Standard: Overall employee’s performance fails to meet minimum expectations or established job requirements.

	
	2
	At Standard: Overall employee’s performance meets expectations.  Competent performer.

	
	3
	Above Standard: Overall employee’s performance meets all expectations and exceeds many job requirements.

	
	4
	Outstanding: Overall employee’s performance consistently exceeds expectations and job requirements.


	Key Performance Factors
	Assessment Comments
	Employee
	Supervisor

	Planning and Organizing: Ability to establish and meet objectives, deadlines, schedules and/or budgets effectively.
	
	
	

	Problem Management: Ability to anticipate and identify problems, develop, recommend and implement solutions as appropriate.
	
	
	

	Work Quality and Output: Ability to meet required quality standards, sustain productive work output, recognize and initiate improvements.
	
	
	

	Administration: Handles various administrative responsibilities and follows internal policies and procedures.
	
	
	

	Responsibility: Ability to work independently, assume additional responsibility where needed and maintain expected work hours.
	
	
	

	Communication: Ability to effectively organize, document and present oral and written ideas, conclusions and proposals as required.
	
	
	

	Job Knowledge: Ability to maintain and improve technical skills and knowledge relating to the job and understand the overall purpose and role of work within Lions Gate.
	
	
	

	Cooperation and Adaptability: Ability and willingness to work and interact well with others adjust to change and perform effectively under job pressure.
	
	
	

	Financial Management and Project Management: Exercises sound fiscal management of budgets and expenses. Demonstrates the ability to effectively manage multiple projects.


	
	
	


	Key Performance Factors
	Assessment Comments
	Employee
	Supervisor

	Professionalism and Persuasiveness: Demonstrates integrity and maintains confidentiality. Demonstrates the ability to influence others to accept ideas and recommendations. Negotiates effectively and resolves conflicts.
	
	
	

	Employee Selection: Hires appropriately qualified staff to meet the objectives of the department while contributing to the Company’s goals and objectives.
	
	
	

	Leadership and Team Skills: Ability to develop and practice team and leadership skills, motivate and empower other team members.
	
	
	

	Sales and Business Relationships: Consistently develops and maintains relationships with internal/external personnel and business groups to meet internal business objectives.  
	
	
	

	AVERAGE RATING (SCORE/13)
	
	
	


	Summarize overall performance of Employee

	


	What are the strengths of this employee?

	


	Areas for Improvement?

	


	Recommendation for training/Growth Opportunities (Identify Area/Training Action/Date).

	


	Employee Comments

	


***Please attach a JOB DESCRIPTION. The Performance Review cannot be processed without it.

Employee’s Acknowledgement     Supervisor/Manager
  Head of Division


Date of Review Meeting

Human Resources
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