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Berkley Regional Specialty Insurance Company 
Performance Planning, Development and Evaluation 

For Year Ending 2009 

Employee Information 
Last Name: First Name:

Title: 

Department Name: 

Review Information 

Manager Name:

Review Period: From:  To: 12/31/2009 

Due Date:
03/01/10 

Instructions 

Complete identifying information at the top of this form. 
At the beginning of the review period, develop a Performance Plan (i.e., defining objectives and development goals) 
with the employee.  Manager and employee both sign and date the plan (pages 2 and 5). 
Throughout the review period, provide coaching and feedback to the employee. 
At the completion of the review period, obtain a self-evaluation from the employee; carefully consider the employee’s 
results and performance; determine an overall rating from the choices listed below. 
Once the review is completed, secure the necessary approval signatures and discuss the review with the employee. 
After discussing the performance review with the employee, offer the employee the opportunity to comment on the 
review.  Once this has been done, have the employee sign the review and then forward the review to Human 
Resources. 

Performance Levels 

5 – Far Exceeds Expectations  
4 – Exceeds Expectations 
3 – Meets Expectations 
2 – Met Some, Not All Expectations 
1 – Did Not Meet Expectations 

Important Note 
The above ratings evaluate the extent to which an individual met job expectations.  Please note the subtle but key use of 
the term job expectations.  This term allows you to take into account the degree of difficulty of the goals and 
accomplishments, unexpected events, the achievement of unplanned-for accomplishments, as well as an individual’s 
experience and pay level in evaluating results and determining the overall rating. 

For complete definitions of the above evaluation ratings, or for further guidance on performance evaluations, please refer 
to the “Performance Planning Guidance” on pages 7 and 8 of this form. 
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Planning and Defining Performance Expectations 
Document agreed upon objectives at the beginning of the review period in the space provided below.  
Objectives should be established using the “SMART” criteria outlined in the Performance Planning Guidance 
section beginning on page 7. 

Business Goals -- Key Objectives 
1 

2 

3 

4 

5 

Ongoing Responsibilities:  Document expectations and objectives associated with the employee’s 
regular job duties. 

Employee and manager have participated in the establishment of performance objectives/criteria at the beginning of the review period. 

Employee Signature Date Manager’s Signature Date 
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Business Goals – Key Objectives:  Performance Evaluation 
Comment on the achievement of individual objectives and rate performance relative 
to job expectations as defined on page 2. 

Far E
xceeds

E
xceeds

M
eets

M
et S

om
e, N

ot A
ll

D
id N

ot M
eet

1 

2 

3 

4 

5 

Ongoing Responsibilities: 
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BRSIC Values:  Performance Evaluation 
Describe behaviors and examples demonstrating the values listed below. Far E
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Customer Service: 

Delights the customer by focusing on needs and delivering above expectations; seeks to continually raise the bar in service. 

Integrity/trust: 

Deals with others in a straightforward and honest manner, is accountable for actions, maintains confidentiality, supports company 
values, and conveys good news and bad. 

Accountability: 

Can be counted on to drive for outstanding results; takes ownership, follows through on responsibilities. 

Teamwork/Alignment: 

Proactively works with others; seeks out others to achieve priorities and results; collaborates to achieve agreement and cooperation. 

Execution: 

Focuses on actions leading to the achievement of results and priorities  
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Development Goals 
Document agreed upon development goals at the beginning of the review period.  Development goals should 
reflect those areas that will have the most favorable impact on company results and individual performance. 

Goal: 

Measure of Success: 

Target Completion: 
Progress  (at year end): 

Goal: 

Measure of Success: 

Target Completion: 
Progress  (at year end): 

Goal: 

Measure of Success: 

Target Completion: 
Progress (at year end): 

Goal: 

Measure of Success: 

Target Completion: 
Progress  (at year end): 

Goal: 

Measure of Success: 

Target Completion: 
Progress  (at year end): 

Employee and manager have participated in the establishment of development goals at the beginning of the review period. 

Employee Signature Date Manager’s Signature Date 
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Overall Annual Performance Summary 
Use this section to summarize the employee’s performance during the review period. 
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Year End Rating: 

Manager Signature Date 

2nd Level Manager Signature Date 

Employee Signature* Date 

*Employee’s signature indicates that the employee has seen the completed evaluation form and the contents were discussed. 

Employee’s Comments:  Employee may comment in this space on any part of the performance plan or evaluation.   
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Performance Planning 
Guidance

The performance planning process is a six-step process that occurs in a one year cycle with updates and 
regular performance discussions between employees and their managers.  The six-step process includes: 

1.  Alignment to business objectives 
2. Collaborate on performance and development plans
3. Manager provides feedback and coaching
4. Employee completes self-assessment
5. Manager creates performance evaluation and rating
6. Discuss performance and development

Objectives should be aligned with the strategic goals of the company and meet the “SMART” criteria. 
In addition to business-specific objectives, managers with direct reports will have objectives related to their 
responsibilities to effectively lead their direct reports, or have other additional objectives specific to the 
individual and/or job.  
In some cases and for some jobs, it may be appropriate to have objectives related to an employee’s “core 
job responsibilities” (ongoing duties). 

SMART Objectives 
S Specific Defines clearly where employee is to focus actions 
M Measurable Indicates how results are to be evaluated 
A Achievable Establishes criteria that are challenging but realistic 
R Results Oriented Produces outcomes that supports company goals 
T Time Bound Specifies time plan for completion 

Objectives should include BOTH quantitative and qualitative measures to provide a complete performance 
evaluation.  Examples: 

Quantitative Measures 
Numerical Number of changes per month 

Number of errors or rejects 
Number of submissions 

Percentages Percent of improvement in retention 
Percent change over time 
Percent of reductions/increases 
Loss ratio 

Incremental Change Number of suggestions implemented 
Number of improvements to the process 

Dollars Dollars in new premium 
Dollars in renewal premium 
Dollars increased, saved or reduced 

Volume/How Much How many sales calls accomplished 
How many steps taken to complete a process 
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Qualitative Measures 
Time Frame Time taken to turnaround results 

Time taken to process a submission 
Time taken to complete a process 

Characteristics or Features Customer satisfaction 
Accurately and with thoroughness 

Benefits Durability of a product 
Convenience of a product 

Impact on teamwork Collaborate with others to produce  results 
Alignment with others to achieve results 

Definition of Performance Levels 

5 Far Exceeds Results consistently far exceeded the job expectations.  Delivers consistently superior 
results even in difficult or complex situations while living the values.  Results were of the 
highest quality and had a significant, lasting and positive impact in his/her area of 
responsibility.  Productivity was very high, requiring little management direction, 
demonstrating creativity and initiative, and resulting in contributions that were 
outstanding.  Continually challenges the status quo and finds new ways to contribute to 
the success of the department and company.  Sets a high bar for self and elevates the 
performance of co-workers.  Is a key contributor that frequently makes outstanding 
contributions to the business success.  Is relied upon by those inside and outside the 
business unit as a role model and a resource for others. 

4 Exceeds Above expected results and behaviors.  Delivers above expected results and behaviors 
on a regular basis, while acting in accordance with the values.  Anticipates and adapts to 
changing job needs.  All accomplishments were of high quality.  Considers current 
practices and often finds new ways to improve processes and results.  Makes valuable 
contributions to the business success.  Provides assistance and development of others. 

3 Meets All Achieves expected results with appropriate behaviors and may exceed in some areas of 
the job expectations.  Consistently accomplishes established goals while acting in 
accordance with the values.  While minor deviations from expected results may have 
occurred, overall performance was not adversely impacted.  Reliably delivers the desired 
quantity and quality of work without oversight.  Assists others in reaching their goals. 
Good, solid member of the organization, handling the given assignments within the 
scope of his/her job. 

2 Met Some, Not All Results were satisfactory in some areas of the job expectations, but not all.  Acts in 
accordance with values.  May have difficulty in maintaining sustained performance in all 
aspects of the position, but is engaged and overall is showing improvement.  Accepts 
and acts on feedback and coaching.  Continued improvement is required, and in some 
instances, corrective action steps may be required.   

May be applicable to employees new to the role, who may not yet have mastered all 
aspects of the position, or to roles in which standards have been changed. 

1 Did Not Meet Results did not meet job expectations.  Has not demonstrated sufficient level of 
performance and/or acting in accordance with the values.  Employee required significant 
management direction and attention.  Corrective measures have been discussed and 
action steps have been identified and documented to help the employee understand and 
carry out his/her work responsibilities.  Immediate and sustained improvement of 
performance and behaviors must be shown, or will be subject to further disciplinary 
action, up to and including termination. 
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Berkley Regional Specialty Insurance Company 
Performance Planning, Development and Evaluation 
For Year Ending 2009 
Employee Information 
Last Name:
First Name:
Title: 
Department Name: 
Review Information 
Manager Name:
Review Period:
From:  
To: 
12/31/2009 
Due Date:
03/01/10 
Instructions 

Complete identifying information at the top of this form. 

At the beginning of the review period, develop a Performance Plan (i.e., defining objectives and development goals) 
with the employee.  Manager and employee both sign and date the plan (pages 2 and 5). 

Throughout the review period, provide coaching and feedback to the employee. 

At the completion of the review period, obtain a self-evaluation from the employee; carefully consider the employee’s 
results and performance; determine an overall rating from the choices listed below. 

Once the review is completed, secure the necessary approval signatures and discuss the review with the employee. 

After discussing the performance review with the employee, offer the employee the opportunity to comment on the 
review.  Once this has been done, have the employee sign the review and then forward the review to Human 
Resources. 
Performance Levels 

5 – Far Exceeds Expectations  

4 – Exceeds Expectations 

3 – Meets Expectations 

2 – Met Some, Not All Expectations 

1 – Did Not Meet Expectations 
Important Note 
The above ratings evaluate the extent to which an individual met job expectations.  Please note the subtle but key use of 
the term job expectations.  This term allows you to take into account the degree of difficulty of the goals and 
accomplishments, unexpected events, the achievement of unplanned-for accomplishments, as well as an individual’s 
experience and pay level in evaluating results and determining the overall rating. 
For complete definitions of the above evaluation ratings, or for further guidance on performance evaluations, please refer 
to the “Performance Planning Guidance” on pages 7 and 8 of this form. 
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Planning and Defining Performance Expectations 
Document agreed upon objectives at the beginning of the review period in the space provided below.  
Objectives should be established using the “SMART” criteria outlined in the Performance Planning Guidance 
section beginning on page 7. 
Business Goals -- Key Objectives 
1 
2 
3 
4 
5 
Ongoing Responsibilities:  
Document expectations and objectives associated with the employee’s 
regular job duties. 
Employee and manager have participated in the establishment of performance objectives/criteria at the beginning of the review period. 
Employee Signature 
Date 
Manager’s Signature 
Date 
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Business Goals – Key Objectives:  Performance Evaluation 
Comment on the achievement of individual objectives and rate performance relative 
to job expectations as defined on page 2. 
Far Exceeds
Exceeds
Meets
Met Some, Not All
Did Not Meet
1 
2 
3 
4 
5 
Ongoing Responsibilities: 
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BRSIC Values:  Performance Evaluation 
Describe behaviors and examples demonstrating the values listed below. 
Far Exceeds
Exceeds
Meets
Met Some, Not All
Did Not Meet
Customer Service: 
Delights the customer by focusing on needs and delivering above expectations; seeks to continually raise the bar in service. 
Integrity/trust: 
Deals with others in a straightforward and honest manner, is accountable for actions, maintains confidentiality, supports company 
values, and conveys good news and bad. 
Accountability: 
Can be counted on to drive for outstanding results; takes ownership, follows through on responsibilities. 
Teamwork/Alignment: 
Proactively works with others; seeks out others to achieve priorities and results; collaborates to achieve agreement and cooperation. 
Execution: 
Focuses on actions leading to the achievement of results and priorities  
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Development Goals 
Document agreed upon development goals at the beginning of the review period.  Development goals should 
reflect those areas that will have the most favorable impact on company results and individual performance. 
Goal: 
Measure of Success: 
Target Completion: 
Progress  (at year end): 
Goal: 
Measure of Success: 
Target Completion: 
Progress  (at year end): 
Goal: 
Measure of Success: 
Target Completion: 
Progress (at year end): 
Goal: 
Measure of Success: 
Target Completion: 
Progress  (at year end): 
Goal: 
Measure of Success: 
Target Completion: 
Progress  (at year end): 
Employee and manager have participated in the establishment of development goals at the beginning of the review period. 
Employee Signature 
Date 
Manager’s Signature 
Date 
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Overall Annual Performance Summary 
Use this section to summarize the employee’s performance during the review period. 
Far Exceeds
Exceeds
Meets
Met Some, Not All
Did Not Meet
Year End Rating: 
Manager Signature 
Date 
2
nd
 Level Manager Signature 
Date 
Employee Signature* 
Date 
*Employee’s signature indicates that the employee has seen the completed evaluation form and the contents were discussed. 
Employee’s Comments:
  Employee may comment in this space on any part of the performance plan or evaluation.   
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Performance Planning 
Guidance
The performance planning process is a six-step process that occurs in a one year cycle with updates and 
regular performance discussions between employees and their managers.  The six-step process includes: 
1.
  Alignment to business objectives 
2.
Collaborate on performance and development plans
3.
Manager provides feedback and coaching
4.
Employee completes self-assessment
5.
Manager creates performance evaluation and rating
6.
Discuss performance and development

Objectives should be aligned with the strategic goals of the company and meet the “SMART” criteria. 

In addition to business-specific objectives, managers with direct reports will have objectives related to their 
responsibilities to effectively lead their direct reports, or have other additional objectives specific to the 
individual and/or job.  

In some cases and for some jobs, it may be appropriate to have objectives related to an employee’s “core 
job responsibilities” (ongoing duties). 
SMART Objectives 
S 
Specific 
Defines clearly where employee is to focus actions 
M 
Measurable 
Indicates how results are to be evaluated 
A 
Achievable 
Establishes criteria that are challenging but realistic 
R 
Results Oriented 
Produces outcomes that supports company goals 
T 
Time Bound 
Specifies time plan for completion 
Objectives should include BOTH quantitative and qualitative measures to provide a complete performance 
evaluation.  Examples: 
Quantitative 
Measures 
Numerical 

Number of changes per month 

Number of errors or rejects 

Number of submissions 
Percentages 

Percent of improvement in retention 

Percent change over time 

Percent of reductions/increases 

Loss ratio 
Incremental Change 

Number of suggestions implemented 

Number of improvements to the process 
Dollars 

Dollars in new premium 

Dollars in renewal premium 

Dollars increased, saved or reduced 
Volume/How Much 

How many sales calls accomplished 

How many steps taken to complete a process 
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Qualitative 
Measures 
Time Frame 

Time taken to turnaround results 

Time taken to process a submission 

Time taken to complete a process 
Characteristics or Features 

Customer satisfaction 

Accurately and with thoroughness 
Benefits 

Durability of a product 

Convenience of a product 
Impact on teamwork 

Collaborate with others to produce  results 

Alignment with others to achieve results 
Definition of Performance Levels 
5 
Far 
Exceeds 
Results 
consistently far exceeded the job expectations.  Delivers consistently superior 
results even in difficult or complex situations while living the values.  Results were of the 
highest quality and had a significant, lasting and positive impact in his/her area of 
responsibility.  Productivity was very high, requiring little management direction, 
demonstrating creativity and initiative, and resulting in contributions that were 
outstanding.  Continually challenges the status quo and finds new ways to contribute to 
the success of the department and company.  Sets a high bar for self and elevates the 
performance of co-workers.  Is a key contributor that frequently makes outstanding 
contributions to the business success.  Is relied upon by those inside and outside the 
business unit as a role model and a resource for others. 
4 
Exceeds 
Above expected results and behaviors.  Delivers above expected results and behaviors 
on a regular basis, while acting in accordance with the values.  Anticipates and adapts to 
changing job needs.  All accomplishments were of high quality.  Considers current 
practices and often finds new ways to improve processes and results.  Makes valuable 
contributions to the business success.  Provides assistance and development of others. 
3 
Meets All 
Achieves expected results with appropriate behaviors and may exceed in some areas of 
the job expectations.  Consistently accomplishes established goals while acting in 
accordance with the values.  While minor deviations from expected results may have 
occurred, overall performance was not adversely impacted.  Reliably delivers the desired 
quantity and quality of work without oversight.  Assists others in reaching their goals. 
Good, solid member of the organization, handling the given assignments within the 
scope of his/her job. 
2 
Met Some, Not All 
Results were satisfactory in some areas of the job expectations, but not all.  Acts in 
accordance with values.  May have difficulty in maintaining sustained performance in all 
aspects of the position, but is engaged and overall is showing improvement.  Accepts 
and acts on feedback and coaching.  Continued improvement is required, and in some 
instances, corrective action steps may be required.   
May be applicable to employees new to the role, who may not yet have mastered all 
aspects of the position, or to roles in which standards have been changed. 
1 
Did Not Meet 
Results did not meet job expectations.  Has not demonstrated sufficient level of 
performance and/or acting in accordance with the values.  Employee required significant 
management direction and attention.  Corrective measures have been discussed and 
action steps have been identified and documented to help the employee understand and 
carry out his/her work responsibilities.  Immediate and sustained improvement of 
performance and behaviors must be shown, or will be subject to further disciplinary 
action, up to and including termination. 
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