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The performance appraisal is a communication tool designed to support each individual’s contribution to the Company. The appraisal provides a way to measure skills and accomplishment with reasonable accuracy and uniformity. It provides a way to help identify obstacles to top performance. It should help identify areas for professional growth. It should not, however, be considered the supervisor’s only communication tool. Open lines of communication throughout the year help to make effective working relationships.

Each employee is entitled to a thoughtful and careful appraisal. Its success depends on the supervisor’s willingness to complete a constructive and objective assessment, and on the employee’s willingness to respond to constructive criticism and to work with the supervisor to overcome performance barriers.

Instructions to Supervisors/Appraisers:

These ratings will represent your evaluation of the employee’s actual job performance during the evaluation period specified. To help you make an objective evaluation, the following are suggested:

1. Review the employee’s job description and base your ratings on the requirements of the job as described.
2. Evaluate the employee’s proven and observable on-the-job performance.
3. Consider one rating factor at a time so that your rating of one trait will not influence your rating of another.
Upon completion, check your ratings and comments. Discuss your ratings with the employee and encourage him/her to make verbal/written comments. The completed form should then be reviewed and signed by the person to whom you report, submitted to HR for any necessary action and maintained in the employee’s file.

Ratings:

Read each of the following performance classifications carefully before conducting this appraisal. Select the terms that best describes the employee’s overall performance and contribution during the past review period in light of his/her job description, predetermined objectives, supervisor expectations, accomplishments.

5 = Outstanding
Exceeds position requirements even on the most difficult and complex aspects of his/her job
Consistently accomplishes more than expected
Takes on additional assignments without negatively affecting other work
Completes projects thoroughly, completely, and on or ahead of schedule

4 = Exceeds Expectations
Is doing an excellent job and usually exceeds most requirements
Demonstrates a willingness to perform beyond expectations
Takes initiative in asking for additional responsibility

3 = Meets Expectations
Is doing a satisfactory job
Handles most assignments within the scope of his/her responsibility
Does not require significant improvement
Typically completes regular work and projects on schedule



2 = Needs Improvement
Some improvement in the quality, quantity, and/or timeliness of work is important
Regular work and projects are not consistently completed on schedule

1 = Unacceptable
Does not perform the job satisfactorily
Does not produce the quantity, quality, and timeliness of work expected

	Performance Factors
	Rating

	Job Knowledge: Understands and applies the principles and procedures required by the job
	

	Quality of Work: Performs the work with accuracy, thoroughness, and effectiveness as it relates to the job description 
	

	Productivity: Accomplishes appropriate amount of work, efficient use of time, etc.
	

	Initiative: Organizes own work and time, anticipates need and takes appropriate action, works to improve performance
	

	Dependability: Takes instruction and follows through, takes responsibility on the job and on the task
	

	Interpersonal skills: Establishes positive supportive relationships, works effectively as a team member, good communicator
	

	Attendance and Punctuality: At work on time, maintains work schedule, responsible use of leave
	




For Probationary Employees Only:

Has the employee successfully completed the probationary period?     Yes     No

If no, what are your recommendations? ___________________________________________

Sign-off

Supervisor’s/Appraiser’s Signature: _______________________________ Date: __________

Employee’s Comments: ____________________________ _________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Employee’s Signature: ____________________________________________ Date: ______________

Manager’s Signature: _____________________________________________ Date: ______________

Department Head’s Signature: ______________________________________ Date: ______________
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The performance appraisal is a communication tool designed to support each individual’s contribution to the Company. The appraisal provides a way to measure skills and accomplishment with reasonable accuracy and uniformity. It provides a way to help identify obstacles to top performance. It should help identify areas for professional growth. It should not, however, be considered the manager’s only communication tool. Open lines of communication throughout the year help to make effective working relationships.

Each employee is entitled to a thoughtful and careful appraisal. Its success depends on the manager’s willingness to complete a constructive and objective assessment, and on the employee’s willingness to respond to constructive criticism and to work with the manager to overcome performance barriers.

Instructions to Managers:

These ratings will represent your evaluation of the employee’s actual job performance during the evaluation period specified. To help you make an objective evaluation, the following are suggested:

1. Review the employee’s job description and base your ratings on the requirements of the job as described.
2. Evaluate the employee’s proven and observable on-the-job performance.
3. Consider one rating factor at a time so that your rating of one trait will not influence your rating of another.

Upon completion, check your ratings and comments. Discuss your ratings with the employee and encourage him/her to make verbal/written comments. The completed form should then be reviewed and signed by the person to whom you report, submitted to HR for any necessary action and maintained in the employee’s file.

Ratings:

Read each of the following performance classifications carefully before conducting this appraisal. Select the terms that best describes the employee’s overall performance and contribution during the past review period in light of his/her job description, predetermined objectives, supervisor expectations, accomplishments.

5 = Outstanding
Exceeds position requirements even on the most difficult and complex aspects of his/her job
Consistently accomplishes more than expected
Takes on additional assignments without negatively affecting other work
Completes projects thoroughly, completely, and on or ahead of schedule

4 = Exceeds Expectations
Is doing an excellent job and usually exceeds most requirements
Demonstrates a willingness to perform beyond expectations
Takes initiative in asking for additional responsibility

3 = Meets Expectations
Is doing a satisfactory job
Handles most assignments within the scope of his/her responsibility
Does not require significant improvement
Typically completes regular work and projects on schedule

2 = Needs Improvement
Some improvement in the quality, quantity, and/or timeliness of work is important
Regular work and projects are not consistently completed on schedule

1 = Unacceptable
Does not perform the job satisfactorily
Does not produce the quantity, quality, and timeliness of work expected


	Performance Factors
	Rating

	Job Knowledge: Understands and applies the principles and procedures required by the job
	

	Quality of Work: Performs the work with accuracy, thoroughness, and effectiveness as it relates to the job description 
	

	Productivity: Accomplishes appropriate amount of work, efficient use of time, etc.
	

	Initiative: Organizes own work and time, anticipates need and takes appropriate action, works to improve performance
	

	Dependability: Takes instruction and follows through, takes responsibility on the job and on the task
	

	Interpersonal skills: Establishes positive supportive relationships, works effectively as a team member, good communicator
	

	Attendance and Punctuality: At work on time, maintains work schedule, responsible use of leave
	



	Leadership: Leads by example, motivates staff, fosters teamwork
	

	Planning: Able to plan, prioritize, and organize work of self and others, manages change well
	

	Decision Making: Analyzes situations well, decides what to do, and takes appropriate action
	

	Supervising: Regularly evaluates staff and provides feedback, praising and disciplining appropriately, supports staff development, treats staff in a respectful and consistent manner
	

	Administering: Completes reports and forms in an accurate, timely manner, controls costs/budget
	




For Probationary Employees Only:

Has the employee successfully completed the probationary period?     Yes     No

If no, what are your recommendations? ___________________________________________________


Employee Objectives:

Establish at least 3 objectives for this person for the next year. List them and describe what the ideal results would be for each. Please review these goals with the employee and secure agreement on the deliverables.

	Objective #1





	Objective #2





	Objective #3




Developmental Plan:

Indicate specific areas for improvement or attention which may increase effectiveness in current position or aid in future opportunities. Identify skills or training the individual should obtain to prepare for additional responsibilities and/or achievement of goals.
	








Sign-off

Manager’s Signature:  ___________________________________________ Date: _______________

Employee’s Comments: _______________________________________________________________

Employee’s Signature: ____________________________________________ Date: ______________

Department Head’s Signature: ______________________________________ Date: ______________
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The performance appraisal is a communication tool designed to support each individual’s contribution to the Company. The appraisal provides a way to measure skills and accomplishment with reasonable accuracy and uniformity. It provides a way to help identify obstacles to top performance. It should help identify areas for professional growth. It should not, however, be considered the appraiser’s only communication tool. Open lines of communication throughout the year help to make effective working relationships.

Each employee is entitled to a thoughtful and careful appraisal. Its success depends on the appraiser’s willingness to complete a constructive and objective assessment, and on the employee’s willingness to respond to constructive criticism and to work with the appraiser to overcome performance barriers.


Instructions to Appraisers:

These ratings will represent your evaluation of the employee’s actual job performance during the evaluation period specified. To help you make an objective evaluation, the following are suggested:

1. Review the employee’s job description and base your ratings on the requirements of the job as described.
2. Evaluate the employee’s proven and observable on-the-job performance.
3. Consider one rating factor at a time so that your rating of one trait will not influence your rating of another.

Upon completion, check your ratings and comments. Discuss your ratings with the employee and encourage him/her to make verbal/written comments. The completed form should then be reviewed and signed by the person to whom you report, submitted to HR for any necessary action and maintained in the employee’s file.

Ratings:

Read each of the following performance classifications carefully before conducting this appraisal. Select the terms that best describes the employee’s overall performance and contribution during the past review period in light of his/her job description, predetermined objectives, supervisor expectations, accomplishments.

5 = Outstanding
Exceeds position requirements even on the most difficult and complex aspects of his/her job
Consistently accomplishes more than expected
Takes on additional assignments without negatively affecting other work
Completes projects thoroughly, completely, and on or ahead of schedule

4 = Exceeds Expectations
Is doing an excellent job and usually exceeds most requirements
Demonstrates a willingness to perform beyond expectations
Takes initiative in asking for additional responsibility

3 = Meets Expectations
Is doing a satisfactory job
Handles most assignments within the scope of his/her responsibility
Does not require significant improvement
Typically completes regular work and projects on schedule

2 = Needs Improvement
Some improvement in the quality, quantity, and/or timeliness of work is important
Regular work and projects are not consistently completed on schedule

1 = Unacceptable
Does not perform the job satisfactorily
Does not produce the quantity, quality, and timeliness of work expected

	Performance Factors
	Rating

	Job Knowledge: Understands and applies the principles and procedures required by the job
	

	Quality of Work: Performs the work with accuracy, thoroughness, and effectiveness as it relates to the job description 
	

	Productivity: Accomplishes appropriate amount of work, efficient use of time, etc.
	

	Initiative: Organizes own work and time, anticipates need and takes appropriate action, works to improve performance
	

	Dependability: Takes instruction and follows through, takes responsibility on the job and on the task
	

	Interpersonal skills: Establishes positive supportive relationships, works effectively as a team member, good communicator
	

	Attendance and Punctuality: At work on time, maintains work schedule, responsible use of leave
	



	Leadership: Leads by example, motivates staff, fosters teamwork
	

	Decision Making: Analyzes situations well, decides what to do, and takes appropriate action
	



	Management: Manages staff performance by establishing goals, monitoring performance, providing ongoing feedback to employees, and promoting staff development; takes appropriate action to recognize/reward excellent performance, and corrective action to resolve performance problems
	

	Strategic Planning: Effectively communicates the company’s mission and vision as well as the department’s own, and aligns the department’s priorities accordingly; turns strategies into measurable action plans
	

	Fiscal Responsibility: Effectively manages budgetary/financial matters
	



For Probationary Employees Only:

Has the employee successfully completed the probationary period?     Yes     No

If no, what are your recommendations? ___________________________________________________


Employee Objectives:

Establish at least 3 objectives for this person for the next year. List them and describe what the ideal results would be for each. Please review these goals with the employee and secure agreement on the deliverables.

	Objective #1




	Objective #2





	Objective #3




Developmental Plan:

Indicate specific areas for improvement or attention which may increase effectiveness in current position or aid in future opportunities. Identify skills or training the individual should obtain to prepare for additional responsibilities and/or achievement of goals.
	















Sign-off

Department Head’s Signature: ______________________________________ Date: ______________

Employee’s Comments: _______________________________________________________________

__________________________________________________________________________________



Employee’s Signature: ____________________________________________ Date: ______________
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