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PERFORMANCE APPRAISAL FORM


[bookmark: Text2][bookmark: Text3]Employee Name:     	   Payroll#:	  		DOH:    	 
[bookmark: Text4][bookmark: Text5][bookmark: Text6]Position Held:    	   Department:   	  	Date:      	 
[bookmark: Check1]Reason for Review:	|_| Annual
[bookmark: Check2]			|_| Promotion
[bookmark: Check3]			|_| End of Probation
[bookmark: Check4]			|_| Unsatisfactory Performance
[bookmark: Text7]Date employee began present position    	  	 
[bookmark: Text8]Date of last appraisal:	    		 
[bookmark: Text9]Scheduled appraisal date:    	 	 


Evaluate the employee’s work performance in relation to current job requirements.  Check rating box to indicate the employee’s performance.  Assign points for each rating within the scale and write that number in the corresponding points box.  Points will be totaled and averaged for an overall performance score.

	Point Value	Description
Good	    (3)	Competent and dependable level of performance.  Meets performance standards of the job as described in the employee’s job description.
Improvement  Needed	    (2)	Employee’s performance is deficient in certain areas.  Improvement is needed.
Unsatisfactory	    (1)	Results are generally unacceptable and require immediate improvement.  No merit increase should be granted to individuals with this rating.


1. QUALITY
The extent to which an employee’s work is accurate, thorough and neat.
[bookmark: Check5]Rating:	|_|Good (3)	Details or comments
[bookmark: Check6][bookmark: Text10]	|_|Improvement Needed (2)	  	 
[bookmark: Check7][bookmark: Text11]	|_|Unsatisfactory (1)	   	 
[bookmark: Text12]	    	 

2. PRODUCTIVITY
The extent to which an employee produces a significant volume of work efficiently in a specified period of time.
[bookmark: Check8]Rating:	|_|Good (3)	Details or comments
[bookmark: Check9][bookmark: Text13]	|_|Improvement Needed (2)	   	
[bookmark: Check10][bookmark: Text14]	|_|Unsatisfactory (1)	    	
[bookmark: Text15]	    	
3. JOB KNOWLEDGE
The extent to which an employee possesses the practical/technical knowledge required of the job.
[bookmark: Check11]Rating:	|_|Good (3)	Details or comments
[bookmark: Check12][bookmark: Text16]	|_|Improvement Needed (2)	    	
[bookmark: Check13][bookmark: Text17]	|_|Unsatisfactory (1)	    	
[bookmark: Text18]	    	

4. RELIABILITY
The extent to which an employee can be relied upon regarding task completion and follow up.  Consider punctuality and work-breaks.
[bookmark: Check15]Rating:	|_|Good (3)	Details or comments
[bookmark: Check16][bookmark: Text19]	|_|Improvement Needed (2)	    	
[bookmark: Check14][bookmark: Text20]	|_|Unsatisfactory (1)	    	
[bookmark: Text21]	    	

5. INDEPENDENCE
The extent to which an employee performs work with little or no supervision.
[bookmark: Check17]Rating:	|_|Good (3)	Details or comments
[bookmark: Check18][bookmark: Text22]	|_|Improvement Needed (2)	   	 
[bookmark: Check19][bookmark: Text23]	|_|Unsatisfactory (1)	    	 
[bookmark: Text24]	    	 

6. CREATIVITY
The extent to which an employee proposes ideas, finds new and better ways of getting things done.
[bookmark: Check20]Rating:	|_|Good( 3)	Details or comments
[bookmark: Check21]	|_|Improvement Needed (2)	    	 
[bookmark: Check22]	|_|Unsatisfactory (1)	    	
	    	 

7. INITIATIVE
The extent to which an employee seeks out new assignments and assumes additional duties when necessary.
[bookmark: Check23]Rating:	|_|Good (3)	Details or comments
[bookmark: Check24][bookmark: Text25]	|_|Improvement Needed (2)	    	
[bookmark: Check25][bookmark: Text26]	|_|Unsatisfactory (1)	    	
[bookmark: Text27]	    	

8. ADHERENCE TO COMPANY POLICY
The extent to which an employee follows safety and conducts rules, other regulations and adheres to company policies.
[bookmark: Check26]Rating:	|_|Good (3)	Details or comments
[bookmark: Check27][bookmark: Text28]	|_|Improvement Needed (2)	    	
[bookmark: Check28][bookmark: Text29]	|_|Unsatisfactory (1)	  	 
[bookmark: Text30]	  	

9. INTERPERSONAL RELATIONS
The extent to which an employee is willing and demonstrates the ability to cooperate, work and communicate with co-workers, supervisors, subordinates and/or outside contacts.
[bookmark: Check29]Rating:	|_|Good (3)	Details or comments
[bookmark: Check30][bookmark: Text31]	|_|Improvement Needed (2)	    	
[bookmark: Check31][bookmark: Text32]	|_|Unsatisfactory (1)	    	
[bookmark: Text33]	    	

SUMMARY
Rate the overall performance in comparison to position duties and responsibilities.
Calculation:	
[bookmark: Text43]Total Points from all Point Boxes	 	    
Divided by # of Factors Rates	÷9
	____________
[bookmark: Text44]Equals overall rating of 	 	

Check ( 3) Corresponding Overall Rating:
|_| Good (3)
|_|Improvement Needed (2)
|_|Unsatisfactory (1)
[bookmark: Check32][bookmark: Check33]Is the employee recommended for continued employment?	|_|Yes	|_|No
    	 
    	 
If NO, specify reason for termination:
    	 
    	 
    	 
EMPLOYEE COMMENTS:
    	 
    	 
    	 



[bookmark: Text45]Date of Performance Review:     	  
[bookmark: Check34][bookmark: Check35]Follow Up Requested/Desired:	|_|Yes	|_|No
[bookmark: Text46]Next Performance Review Date:	  	   
			
Evaluator’s Signature	Date	Employee’s Signature	Date
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