(Insert Company Name)
EMPLOYEE PERFORMANCE APPRAISAL

(Insert Company Logo)
	Name:
	

	Position:
	

	Department:
	

	Appraisal Year:
	

	
	
	
	


PURPOSE OF THIS PERFORMANCE APPRAISAL PROCESS
The purpose of this performance appraisal process is to provide developmental feedback that will help the employee continue to grow their skills and abilities and contribute to (insert company name). Clarifying performance expectations and setting goals helps to establish the priorities. Ongoing coaching and feedback check-ins address both strengths and opportunity areas so that the employee always knows how they are performing. 
THE RATING SCALE

Employees will be appraised using the following three-point scale.

· EXCEEDED: Consistently performs above and beyond what is expected for the position.
· MET: Performs at a level expected for the position. Possesses and utilizes the knowledge and skills needed to meet the responsibilities of the position. Normal supervision and follow-up are required.

· NOT MET: Performs at a level below what is expected for the position. Improvements in knowledge and skill or a greater effort is needed to meet the standard. More than usual supervision and follow-up are required.

PLEASE PROVIDE FEEDBACK IN THE FOLLOWING AREAS
	Accomplished Key Responsibilities

	Indicate whether key responsibilities were exceeded, met, or not met for the review period. 

	(Noted below are sample key responsibilities; modify based on company/industry) 
	E
	M
	NM

	1
	Job Knowledge: Demonstrates knowledge, skills, and understanding of responsibilities as described in the job description.
	
	
	

	2
	Quality: Performs accurate, neat, thorough, consistent work.
	
	
	

	3
	Cooperation: Works well with coworkers and management; demonstrates teamwork; responds positively to instructions and procedures.
	
	
	

	4
	Communication: Conveys information (verbal and written) effectively and efficiently.
	
	
	

	5
	Initiative:  Identifies problems and solutions; seeks out additional responsibility.
	
	
	

	6
	Dependability: Reliable, punctual, completes work as assigned, and consistently meets deadlines.
	
	
	

	7
	Customer Service: Listens attentively, responds promptly, defuses hostility, calm, courteous, and friendly.
	
	
	

	8
	Supervision: (For Supervisors Only) Develops employees, delegates, provides feedback, creates a motivating environment, conducts appraisals, and achieves desired results. 
	
	
	

	Comments: (Include specific accomplishments and challenges)



	Goal Achievement 

	List and indicate whether goals/milestones were exceeded, met, or not met for the review period. 

	
	E
	M
	NM

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	Comments: (Include specific accomplishments and challenges)



	Development Opportunities

	List specific areas where the employee could improve or develop performance. Include resources needed. 

	


SIGNATURES/APPROVALS

	Supervisor Signature
	
	Date:
	

	Comments on Overall Appraisal




	Employee Signature
	
	Date:
	

	(Note: Signature acknowledges that the supervisor discussed the appraisal with the employee. It does not necessarily acknowledge agreement with the appraisal.)

	Comments on Overall Appraisal
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