EMPLOYEE PERFORMANCE APPRAISAL

NAME: _________________________________________________________________

JOB TITLE: _____________________________________________________________

DEPARTMENT: _________________________________________________________

SUPERVISOR’S NAME: __________________________________________________

EVALUATION PERIOD: _____________________ TO _________________________

RATING SCALE

1. Does not meet expected performance criteria

2. Meets some but not all criteria and/or inconsistently meets expected performance criteria

3. Meets all expected performance criteria consistently

4. Meets all expected performance criteria consistently and exceeds some criteria

5. Exceeds all expected performance criteria consistently.

KEY FUNCTIONS

List at least 5 key functions that are critical to the employee’s position.

1.______________________________________________________________________

2.______________________________________________________________________

3.______________________________________________________________________

4.______________________________________________________________________

5.______________________________________________________________________

EVALUATION OF KEY FUNCTIONS

	Key Function # 1



	1
	2
	3
	4
	5

	Does Not Meet
	Meets some criteria but not all
	Meets
	Meets all criteria consistently
	Exceeds

	Write observed or demonstrated behavior below

	













Score ______

	Key Function # 2



	1
	2
	3
	4
	5

	Does Not Meet
	Meets some criteria but not all
	Meets
	Meets all criteria consistently
	Exceeds

	Write observed or demonstrated behavior below

	













Score ______

	Key Function # 3



	1
	2
	3
	4
	5

	Does Not Meet
	Meets some criteria but not all
	Meets
	Meets all criteria consistently
	Exceeds

	Write observed or demonstrated behavior below

	













Score ______

	Key Function # 4



	1
	2
	3
	4
	5

	Does Not Meet
	Meets some criteria but not all
	Meets
	Meets all criteria consistently
	Exceeds

	Write observed or demonstrated behavior below

	













Score ______

	Key Function # 5



	1
	2
	3
	4
	5

	Does Not Meet
	Meets some criteria but not all
	Meets
	Meets all criteria consistently
	Exceeds

	Write observed or demonstrated behavior below

	













Score ______

SCORING SUMMARY

	Key Function
	SCORE
	COMMENT (Optional)

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	TOTAL
	
	


COMPLIANCE: 15.00

SECTION II – PERSONAL PERFORMANCE

	Job Knowledge – Demonstrates professional, administrative, supervisory, and/or specialized knowledge required to perform the job.

	1
	2
	3
	4
	5

	Severely Lacking in Knowledge
	Noticeable deficiencies in job knowledge
	Understands job routine. Some knowledge still to be acquired
	Completely understands all aspects of the job
	Understands why all job functions are performed and interrelationship with other jobs. 













Score ______

	Quality of Work – Completes assignments with thoroughness and accuracy

	1
	2
	3
	4
	5

	Constantly commits errors. Work is substandard
	Room for improvement, frequent errors, and work requires checking & re-doing. 
	Quality is satisfactory, usually produces error free work.
	Work is of consistently good quality.
	Extremely accurate and high level of quality. Final job virtually perfect.













Score ______

	Quantity of Work – Demonstrates ability to manage several responsibilities simultaneously; demonstrates willingness and ability to carry a fair share of the workload

	1
	2
	3
	4
	5

	Usually below acceptable standard
	Barely acceptable level of output. A slow worker
	Satisfactory. Meets expectations of average output
	Usually exceeds the norm. A fast worker
	Exceptional producer. Generates maximal output













Score ______

	Attendance – Faithfulness in coming to work daily and conforming to scheduled work hours.

	1
	2
	3
	4
	5

	Frequent lateness or absence from work. Very poor attendance record
	Absences or lateness below standards.
	Satisfactory attendance record
	Rarely late or absence
	Almost never late or absent. Always accepts overtime work, if offered.













Score ______

	Planning and organizing – Plans and organizes work, coordinates with others, and establishes appropriate priorities.

	1
	2
	3
	4
	5

	Unacceptable planning and organizing skills
	Room for improvement. Frequently require assistance.
	Average planning and organizing. Occasionally require assistance.
	Highly organized and efficient worker. Few instances of poor performance from lack of order or planning
	Exceptionally precise in organization and planning work. Has immediate access to anything needed. 













Score ______

	Dependability – Monitors projects and exercises follow-through, adheres to time frames, and is on time for meetings and appointments.

	1
	2
	3
	4
	5

	Not reliable. Often fails to deliver a complete job
	Occasionally leaves routine tasks incomplete.
	Can be relied on to complete all aspects of the job.
	Completes work with little supervision. Will complete occasional special projects.
	Extremely dependable and trustworthy. Accepts all assignments. Always performs as expected.













Score ______

	Integrity – Represents self and situations honestly; understands and maintains confidentiality.

	1
	2
	3
	4
	5

	Not trustworthy, places blame for mistakes on others
	Occasionally places blame for mistakes on others 
	Meets
	Meets all criteria consistently
	Extremely trustworthy and confidential with sensitive information.













Score ______

	Relating to Others – Maintains positive work relationship with supervisors and peers and those who report to and/or interact with employee.

	1
	2
	3
	4
	5

	Usually uncooperative. A “roadblock” to coworkers, customers or suppliers.
	Too often uncooperative when faced with reasonable requests for assistance.
	Generally cooperative person on the job.
	Very cooperative. Often offers assistance. Can usually be counted on.
	Extremely cooperative. Constantly offers aid and always available to help others.













Score ______

	Communication – Expresses ideas clearly both orally and in writing; listens well and responds appropriately.

	1
	2
	3
	4
	5

	Never communicates ideas or listens to instructions
	Never volunteers information to coworkers 
	Satisfactory communication
	Consistently communicates with coworkers and supervisors
	5 = Exceeds













Score ______

	Judgment, Critical Thinking, and Decision Making – Effectively analyzes problems, determines appropriate action for solutions, and exhibits timely and decisive action.

	1
	2
	3
	4
	5

	Frequently makes irrational decisions. Uses poor judgment when dealing with people and situations.
	Too often selects wrong alternative.
	Usually exercises sound judgment
	Above average reasoning ability. Seldom errs in judgment
	Uses exceptionally good judgment when analyzing facts and solving problems.













Score ______

	Professional Development – Keeps professional knowledge up to date and seeks to increase job knowledge through additional course work, seminars, and reading; demonstrates ability to apply new information to enhance effectiveness on the job.

	1
	2
	3
	4
	5

	Shows lack of knowledge in the field
	Shows some knowledge but still shows deficiencies
	Understands job routine. Additional knowledge still to be acquired
	Understands aspects of job and seeks additional development
	An expert in the field. Continually keeping up to date on new information in the field













Score ______

	Initiative – Is a self-starter, seeks and assumes greater responsibility, monitors projects independently, and follows through appropriately.

	1
	2
	3
	4
	5

	Shows little initiative. Never volunteers. Sticks closely to job routine.
	Does not proceed on his or her own, waits for direction, routine worker.
	Voluntarily attempts to solve non-routine job problems as they occur.
	Above average. A self-starter. Proceeds on own with little or no direction, progressive, makes some suggestions for improvement.
	Displays unusual drive and perseverance, anticipates needed actions, frequently suggests better ways of doing things.













Score ______

	Creativity – Offers innovative ideas that contribute to meeting assignment objectives and departmental goals.

	1
	2
	3
	4
	5

	Never offers a new procedure or new idea
	Rarely suggests new ideas
	Average number of suggestions for improving methods and procedures
	Often suggests beneficial changes and profit/cost improvements
	Very creative. Constantly offers imaginative suggestions for improving operations.













Score ______

	Flexibility – Adapts to change, accepts new ideas and approaches to work, responds appropriately to criticism and to suggestions for work improvement.

	1
	2
	3
	4
	5

	Inflexible, hard to get along with. Does not accept change or criticism.
	Is somewhat flexible, but still needs improvement.
	Cooperative and adapts to change.
	Goes out of the way to please. Accepts criticism and suggestions well.
	Extremely cooperative and flexible. Always willing to adapt to new ideas and changes.













Score ______

	Overall Rating – This is to rate overall performance and is not simply an average of the above ratings.

	1
	2
	3
	4
	5

	1 = Does Not Meet
	2 = Meets some criteria but not all
	3 = Meets
	4 = Meets all criteria consistently
	5 = Exceeds













Score ______

COMPLIANCE: 37.50



TOTAL SCORE:  _________




Comments/examples to support above ratings: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Noteworthy strong areas of present performance:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Areas requiring improvement in job performance and goals for next year:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________
________________________

Employee Signature





Date

__________________________________________
________________________

Supervisor’s Signature




Date

__________________________________________
________________________

HR Administrator





Date Reviewed

