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<Name of Organization>





        

<Dept. Name, Location – City, State>
	EMPLOYEE DEVELOPMENT AND PERFORMANCE APPRAISAL


Appraisal Period for the Year of: << YEAR >>

EMPLOYEE:


Name:
<< LAST >>, << FIRST >> << MI >>


Hire Date:
      << DATE >>

SSN:

<< SSN >>





Position Title:    << TITLE >>
INSTRUCTIONS



ACTIVITY








TIME TARGETS
1. Employee and manager set goals (Section I)





By January 10th

2. Manager fills out quarterly appraisal (Sections III, IV and V - A)




By Apr/July/Oct10th

3. Manager obtains concurrence of next level manager (Sections III, IV and V - B)


By Apr/July/Oct10th

4. Manager reviews the quarterly appraisal with employee




By Apr/July/Oct10th

5. Manager and employee sign the quarterly performance appraisal form (Sections III, IV and V - C)
By Apr/July/Oct10th

6. Manager fills out final appraisal (Section VI –A)





By February 15th

7. Manager obtains concurrence of next level manager (Section VI -B)



By February 15th
8. Manager reviews the final appraisal with employee





By February 15th
9. Manager and employee sign the performance appraisal form (Section VI -C)


By February 15th
10. Employee and manager sign the acknowledgement statement (Section VI –C)


By February 15th
11. Manager makes a copy of the Performance Appraisal form and forwards the original to HR

By February 15th
NOTE:
Completed performance appraisal forms contain sensitive information and must be handled accordingly.

SECTION I – GOALS
A.
Environment, Safety & Health Goal:  










B.
Quality/Cost Improvement Goal:  










C.
Sales Results Goal:                   










D.    Service Delivery Goal:         











E.
Development Goal:  












F.
Additional Goal (Optional):  











We have jointly developed these goals and agree on their value to the organization, and employee.


Employee’s Signature




Date

Manager’s Signature

Date

SECTION II – PERFORMANCE CATEGORIES
	Performance Compared to Job Standards

	Rating Scale
	(5)   Exceptional
	(4) Highly Effective
	(3) Solid Performance
	(2) Needs Improvement
	(1) Not Effective


A.
Safety (Performs work safely; looks out for the safety of others, the environment, and the facility)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   









B.
Individual Goals (Completes goals in a timely and efficient manner)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   









C.
Leadership (Assumes leadership roles when necessary to complete assignments)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   









D.
Quality of Work (Produces thorough, acceptable work)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   









E.
Quantity of Work (Produces acceptable volume of work)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   









F.
Job Knowledge (Keeps up-to-date and uses knowledge effectively)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   









G.
Judgment (Makes sound decisions)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   










	Performance Compared to Job Standards

	Rating Scale
	(5)   Exceptional
	(4) Highly Effective
	(3) Solid Performance
	(2) Needs Improvement
	(1) Not Effective


H.
Initiative (Takes effective action without being told)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   








 
I.
Dependability (Carries out assignments and tasks reliably)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   









J.
Problem Solving (Solves problems effectively)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   









K.
Adaptability (Accepts change and learns new assignments quickly)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   








 
L.
Performance Under Pressure (Meets tight schedules; performs well in stressful situations)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   









M.
Creativity (Generates worthwhile new ideas or techniques)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   









N.
Planning and Organizing (Plans and organizes workload to meet priorities)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   










	Performance Compared to Job Standards

	Rating Scale
	(5)   Exceptional
	(4) Highly Effective
	(3) Solid Performance
	(2) Needs Improvement
	(1) Not Effective


O.
Communication (Communicates effectively with boss, peers, and customers)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   








 
P.
Teamwork (Works effectively with others)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   








 
Q.
Cost Consciousness (Uses materials, supplies, and services cost-effectively)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   








 
R.
Supervision Level (Performs work with the expected amount of supervision)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   








 
S.
Attendance & Punctuality (Has a low absence rate; reports to work on time; doesn’t depart early)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   









T.
Organizational Influence (Has a positive effect on co-workers and organization)

	1st Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	2nd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	3rd Qtr. (Jan, 20__ )
	5
	4
	  3
	    2
	   1

	Final ( 20__ )
	5
	4
	  3
	    2
	   1



Specific Supporting Behavior (Optional)  
   










	OVERALL PERFORMANCE RATING (Consider all performance dimensions above)



1st Quarter Overall  

  5
   4+         4
      3+        3
       2+        2
        1



2nd Quarter Overall  

  5
   4+         4
      3+        3
       2+        2
        1



3rd Quarter Overall  

  5
   4+         4
      3+        3
       2+        2
        1



Final for Year 20__   

  5
   4+         4
      3+        3
       2+        2
        1 


SECTION III – 1st Quarter, 20 __   APPRAISAL ACKNOWLEDGEMENT
A.
Manager’s comments (Optional)  










B. I concur with this quarterly appraisal.  

















Next Level Manager’s Signature




Date

C.
We have reviewed this quarterly appraisal.


Employee’s Signature


Date



Manager’s Signature

Date

D.  
Employee’s comments (Optional):  










SECTION IV – 2nd Quarter, 20 __   APPRAISAL ACKNOWLEDGEMENT
A.
Manager’s comments (Optional)  










B.
I concur with this quarterly appraisal.  

















Next Level Manager’s Signature




Date

C.
We have reviewed this quarterly appraisal.


Employee’s Signature


Date



Manager’s Signature

Date

D.
Employee’s comments (Optional):  










SECTION V – 3rd Quarter, 20 __   APPRAISAL ACKNOWLEDGEMENT
A.
Manager’s comments (Optional)  










B.
I concur with this quarterly appraisal.  

















Next Level Manager’s Signature




Date

C.
We have reviewed this quarterly appraisal.


Employee’s Signature


Date



Manager’s Signature

Date

D.
Employee’s comments (Optional):  










SECTION VI – FINAL 20 __  APPRAISAL ACKNOWLEDGEMENT
A.
Manager’s comments (Optional)  










B.
I concur with this final appraisal.  

















Next Level Manager’s Signature




Date

C.
We have reviewed this final appraisal.


Employee’s Signature


Date



Manager’s Signature

Date

D.  
Employee’s comments (Optional):  










Forward completed annual form and supporting documentation to Human Resources by Due Date
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