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Competency Review (use job description as basis of this evaluation)
	Date:__________ Individual Evaluated _______________________  Position ____________Reviewer________________
	Evaluation Score

	
	Below
	Meets
	Above

	
	N
	1
	2
	3
	4
	5
	6

	Performance Criteria
	Is aware of the company’s BMS (incl Quality Policy) and how it applies to his/her position
	Notes
	
	
	
	
	
	
	

	
	Has completed all mandatory training for the position
	
	
	
	
	
	
	
	

	
	Understands and is knowledgeable of written procedures and work instructions
	
	
	
	
	
	
	
	

	
	Selects and properly uses the correct equipment
	
	
	
	
	
	
	
	

	
	Performs assigned tasks correctly, as specified by company procedures and / or instructions.
	
	
	
	
	
	
	
	

	
	Completes all required documentation/paperwork accurately
	
	
	
	
	
	
	
	

	
	Complies with company and job safety requirements
	
	
	
	
	
	
	
	

	
	ACTION PLAN:




Employee Signature: _______________________________


Reviewer Signature: _____________________________________

Reviewer Note:  this competency review focuses on content-based feedback relating to Job Description.  Performance criteria are specific in terms of observable actions and evidence.  Refer to QMS records, audit findings, job reports, interviewing individual being evaluated, etc for details of performance.  Highlighted/italicized terms above are critical and will determine the evaluation scores.  If there is a score of 3 or less for any criteria, determine action as required and note in the action plan section.
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