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Em ployee Perform ance Appraisa l Form  

Nam e        Date of Em ploym ent  

Job Tit le       Division 

Appraisal Period: Beginning date        Ending date 

Date: Original object ives set        Periodic feedback sessions      Appraisal discussion     

I nst ruct ions for com plet ing the perform ance appraisal form :  

• At  the beginning of the appraisal period, the m anager and em ployee joint ly define specific goals

and object ives (or key job responsibilit ies)  and perform ance m easurem ents to be achieved during

the next  12 m onths.

• Progress is m onitored on achievem ent  of goals and object ives during the 12 m onths by periodic

discussions to ensure the individual is “on t rack.”  Dates of the discussions should be noted above

and m odificat ions or changes to goals and object ives noted on page 2.

• At  the end of the appraisal period, the m anager will m easure the individual’s perform ance (Part  I )

against  the defined goals and object ives (or key responsibilit ies)  and assign one of the rat ings

below:

1. Clearly Outstanding:  Results produced were except ional and substant ially exceeded

goals.

2. Consistent ly Exceeds Expectat ions:  Perform ance not iceably exceeded ant icipated

results.

3. Consistent ly Meets Expectat ions:  Results produced m et  ant icipated goals and

object ives. Work was t im ely, thorough and m ade a tangible cont ribut ion.

4. Som ew hat  Less Than Sat isfactory :  Results fell short  of m eet ing expectat ions due to

inadequate or insufficient  planning, effort  or abilit y.

5. Unacceptable :  Results fell ser iously short  of expectat ions due to inadequate perform ance.

• After rat ing Part  I  (goals and object ives) , the m anager should then com plete Part  I I  (perform ance

qualit ies) , cit ing reasons for the rat ings in each area and determ ine an overall rat ing (Part  I I I )  for

the individual.

• During the annual review, the m anager and em ployee will form ulate a joint  developm ent  plan that

addresses the em ployee’s career interests and goals as well as any areas where im provem ent  is

needed (Part  IV) .

• Both the m anager and em ployee should sign the form  after their  discussion and m ake any

addit ional com ments in the area provided. Both part ies should keep a copy and return the

com pleted or iginal to Hum an Resources.
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Part  I : Goals and Responsibilit ies 

List  and num ber the m utually agreed upon goals. At  the end of the appraisal period, describe the results achieved as 

specifically as possible. 

Goals for:        Results Achieved and Com m ents:  

      

Rat ing (1-5) :        

 

 

 

 

 

 

 

 

 

 

 

Goals Added or Revised During 

Review Period:        

Results Achieved and Com m ents:  

      

Rat ing (1-5) :         

 

 

 

 

 

 

 

 

 

 

 

Part  I I : Perform ance Qualit ies 

Mutually agree upon which perform ance qualit ies relate to the employee’s posit ion. At  the end of the appraisal period, 

assess the em ployee’s perform ance for each applicable qualit y and then indicate which rat ing and descript ion fit  best . 

Check the appropriate box and explain why you chose that  perform ance rat ing in the space provided. 

1. Knowledge/ skill:  Understanding and knowledge of policies, procedures and facts relevant  to the posit ion. 

Dem onst rat ion of technical expert ise and skill required. 

 1 :  Far exceeds knowledge required for job and is always thoroughly inform ed. Dem onst rates excellent  

technical skill.  Expert ise is widely acknowledged and sought  after. I nst ructs peers in area of expert ise. 

 2 :  Exceeds required level of knowledge in m any instances. Dem onst rates skill that  is often above what  

is expected in job. 

 3 :  Has a fully sat isfactory understanding of the job and the knowledge needed. Fully dem onst rates 

skill required. 

 4 :  Fair  knowledge of j ob dut ies and procedures. Requires som e im provement  in skill level. Regular ly 

requires assistance and inst ruct ion (possibly new to job and in learning stage) . 

 5 :  Lack knowledge of j ob. Does not  m eet  skill requirem ents. 

Explanat ion:        

2. I nternal relat ions:  Degree to which one works effect ively and cooperat ively with other workers and other 

departments in achieving organizat ion goals. Degree of responsiveness to organizat ion needs. Dem onst rat ion 

of team work in the facilitat ion of workflow.  

 1 . Show except ional level of cooperat ion in working with others. Takes init iat ive in responding to 

organizat ion needs and providing high level of teamwork.  

 2 . Often takes init iat ive in responding to organizat ion needs and offer ing high level of cooperat ion. 

Shows high level of team work. Ant icipates and confronts obstacles. 

 3 . Cooperates fully with others and is responsive to organizat ion needs. Provides appropriate level of 

team work. 
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 4 . Needs som e im provem ent  in level of cooperat ion and responsiveness. Takes lit t le init iat ive in 

providing team work. I s late in responding to requests. 

 5 . Shows lit t le cooperat ion or team work. Not  responsive to organizat ion needs. 

Explanat ion:        

3. Custom er service:  The abilit y to develop and m aintain custom er and carr ier relat ionships, service and counsel 

custom ers about  products and services, and enhance the com pany’s im age in t he m arketplace. Where 

appropriate, include survey results. 

 1 . Dem onst rates superior skill in every aspect  of custom er and carr ier relat ions and custom er service. 

Act ivit ies produce an opt im al bot tom  line im pact , generate good will and repeat  business. Act ivit ies 

tangibly enhance the com pany’s im age. 

 2 . Dem onst rates visible skill in custom er and carr ier relat ions and custom er service. Puts forth best  

effort  and enthusiasm  toward enhancing custom er relat ions and profitabilit y. Consistent ly exceeds 

expectat ions for developing custom er and carr ier relat ionships. 

 3 . Has thorough knowledge of products and services. Effect ively counsels custom ers. Part icipates 

act ively in prom ot ing good custom er and carr ier relat ions. 

 4 . Needs to st rengthen custom er service skills and knowledge of products and services. Has difficult ies 

in dealing with som e custom ers and carr iers. May be new to posit ion. Requires addit ional t raining 

and/ or effort  put  forth in this area. 

 5 . Shows m arginal skill in custom er and carr ier relat ions. Fails to consider effects of his or her act ions. 

I ntercession at  a higher level frequent ly needed to resolve conflicts and problem s that  result . 

Explanat ion:        

4. Self-m anagem ent :  Works with m inim al supervision, m anages own t im e effect ively, m aintains cont rol on all 

current  projects and responsibilit ies, and ensures proper follow-up. I nclude discussion of reliabilit y. 

 1 . Except ional self-m anagem ent . Dem onst rates creat ivit y in m anaging t im e and cont rol over m ult iple 

projects and responsibilit ies. 

 2 . Successfully works independent ly and with m inim al supervision. Usually excels in m anaging own 

t im e and m aintaining project  cont rol and prior it ies. 

 3 . Works effect ively with m inim al supervision. Plans and schedules t im e efficient ly in order to 

com plete work on t im e. Ensures proper cont rol and follow-up. 

 4 . Usually works with m inim al supervision. Needs som e direct ion in m aintaining proper cont rol and 

follow-up. 

 5 . Lacks self-m anagem ent  skills. Needs too m uch supervision. Does not  complete work on t im e. Fails 

to follow up. 

Explanat ion:        

5. Qualit y of work:  Degree of accuracy, neatness, thoroughness and consistency in work produced. 

 1 . Does work of highest  level. Work is com plete and alm ost  error less. 

 2 . Work exceeds departm ent  standards with m inim um  errors. Shows com plete at tent ion to detail. 

 3 . Fully m eets departm ent ’s qualit y standards with reasonable errors. 

 4 . Occasionally work does not  m eet  standards, som e rework is required. Rate of errors needs som e 

im provem ent . 

 5 . Work does not  m eet  departm ent  standards. Error rate is unacceptable. 

Explanat ion:        

6. Product ivit y:  Degree to which one produces the required am ount  of work within the required t imefram e. 

 1 . Far exceeds required level of output . Finishes far ahead of deadlines. 

 2 . Exceeds required level of output  and finishes ahead of deadlines. Often does m ore than own share. 

 3 . Fully m eets required level of output  within deadlines. Ensures proper cont rol and follow-up. 

 4 . Usually produces required am ount  of work. Meets m ost  deadlines. Som e im provem ent  is needed. 

 5 . I nsufficient  output . Usually does not  m eet  deadlines. 

Explanat ion:        

Part  I I I : Overall Rat ing 

Considering all factors, check the definit ion which best  describes this employee’s overall perform ance during the past  

period. 

 Clearly outstanding  Consistent ly m eets expectat ions  Unacceptable 

 Consistent ly exceeds expectat ions  Som ewhat  less than sat isfactory  
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Part  I V: Developm ent  Plans 

List  m utually agreed upon steps to im prove present  perform ance or prepare for future assignm ents:        

 

 

 

 

 

 

 

Goals:        

 

 

 

 

 

 

 

Part  V: Com m ents 

Supervisor’s com m ents:        

 

 

 

 

 

 

 

Em ployee’s com m ents:        

 

 

 

 

 

 

 

Part  VI : Signatures 

Em ployee (acknowledging receipt  of this appraisal)                                  Date 

            

Im m ediate Supervisor                                                                          Date 

            

NOTE:  Em ployee m ust  receive a copy of this appraisal. 

Producer(s)  

      

Division Manager                                                                                  Date 

            

Notes:        

 

 

 

Return com pleted form  to Hum an Resources. 


