Sample Form

This is a sample form.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Employee Performance Evaluation

Appraisal Period: ______________    ____________

    (From)

                    (To)

	
	

	Employee Name
	Date

	
	

	Job Title
	Supervisor


GENERAL INSTRUCTIONS

This form is provided as a guide for employee performance documentation and may be completed using one or all of the following formats.

Supervisors are to complete this entire form for all employees at least annually in conjunction with regularly scheduled performance reviews.  The employee’s performance results are to be appraised in relation to the agreed upon objectives for this review period.  In addition, please observe the following:

· Supervisors can obtain attendance occurrence/point accumulation information from Human Resources. 

· Employees should be given with a copy of the second page of the form to provide information on strengths/achievements and areas of improvement for the evaluation period.

· Have employees try to come up with some growth areas/goals for the coming review period. 

· Employees should have the opportunity to make any comments, which they feel are appropriate regarding their performance review, their job, the Company or areas of concern.

· The completed appraisal must be signed by the employee, the immediate supervisor, and the next level of management.  The original should be sent to Human Resources and copies given to the employee.  NOTE: The employee signature does not indicate agreement, but certifies that the review has been discussed and a copy given to employee.

RATING SCALE DEFINITIONS

NOTE: Employee performance results should be appraised versus the standards established for each objective.  These standards reflect the performance level(s) necessary to achieve the objectives of the job, including the expected levels of quality, quantity, timeliness, etc., as appropriate.

IMPROVEMENT NEEDED (I) – Overall performance results were not within the standards established for the objectives.  While performance was within the composite standards of quality, quantity, timeliness, etc., in some instances, overall performance fell short of the expected standards.

CONSISTENTLY ACHIEVES STANDARDS (A) – Overall performance results met the standards established for the objectives.  The composite standards for quality, quantity, timeliness, etc., were virtually always achieved.

CLEARLY EXCEEDS STANDARDS (E) – Overall performance results exceeded the standards established for the objectives.  The composite standards for quality, quantity, timeliness, etc., were consistently and significantly exceeded.  Performance results are perceived by others (supervisors/managers, peers, staff and/or clients) to clearly exceed normative performance expectations.

Performance Factor Review
	PERFORMANCE FACTORS
	PERFORMANCE RATING
	COMMENTS

(NOTE: All “I” and “E” ratings require specific examples included in the comments section.)

	
	I
	A
	E
	

	Job Knowledge: 
Understands job duties and responsibilities; has necessary job skills and knowledge. 
	
	
	
	

	Quality of Work:
Absence of errors once adequate training and mentoring have been completed. 
	
	
	
	

	Productivity: 

Performs an adequate workload, takes on additional responsibilities as needed, manages time well, and develops and follows work procedures.
	
	
	
	

	Cooperation/Teamwork:

Willingness to help others; ability to work well in a team environment; develops positive relationships.
	
	
	
	

	Flexibility:

Is flexible to learn new tasks and skills; displays positive attitude when requested to change task or procedure.
	
	
	
	

	Attendance/Punctuality:

Meets attendance requirements. 
(Current point total included in comments section)
	
	
	
	


Narrative Review
(To be completed by both Supervisor and Employee)

Achievements or Strengths:
	


Development Areas:

	


Objective(s) for Next Appraisal:

	


Employee Comments:

	


Signatures:

Employee:


          


Human Resources:

____________________________

_____________________________ 
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