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STAFF PERFORMANCE APPRAISAL

EMPLOYEE’S NAME:     

POSITION TITLE:     
TIME IN PRESENT POSITION:     

TIME UNDER RATER’S SUPERVISION:     
PROBATIONARY/TRIAL APPRAISAL  - 1st
 FORMCHECKBOX 

DATE PROBATIONARY/TRIAL PERIOD EXPIRES

- 2nd
 FORMCHECKBOX 

     
ANNUAL APPRAISAL 
 FORMCHECKBOX 

OTHER: Specify 
 FORMCHECKBOX 


This appraisal form should be completed by the supervisor:

(a)
During the 1st and 3rd month of a 4-month probationary/trial period

(b)
During the 2nd and 4th month of a 6-month probationary/trial period

(c)
Annually

(d)
As required to upgrade an employee’s performance.

This form to be filled out by employee’s DIRECT supervisor and approved by the department administrator.

· ORIGINAL to be forwarded to the Human Resources Department

· PHOTOCOPY to be retained by employee


CONFIDENTIAL - RESTRICTED ONLY TO THOSE DIRECTLY CONCERNED


INSTRUCTIONS

· Evaluate the employee on the basis of his/her performance of assigned duties during the appraisal period.

· Complete each box which best expresses your over-all judgment of EACH factor.  You must justify each rating with a comment.  This box should be the one which best describes the employee’s demonstrated performance that is typical of the employee’s work.

EMPLOYEE NAME:     

POSITION:     
COMPLETE THIS PAGE ONLY WHEN EMPLOYEE HOLDS A POSITION WITH SUPERVISORY RESPONSIBILITIES.
	DIRECTING/LEADING
Ability to lead and guide others in the performance of their duties.  Communication skills.
	 FORMCHECKBOX 
OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
UNSATISFACTORY
	COMMENTS:     

	TRAINING
Ability to apply training methods for improvement in performance of duties.
	 FORMCHECKBOX 
OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
ABOVE AVERAGE 

 FORMCHECKBOX 

 FORMCHECKBOX 
SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
UNSATISFACTORY
	COMMENTS:     

	PLANNING/ORGANIZING
Ability to plan ahead.  Ability to set priorities.  Ability to establish work procedures and methods.  Ability to organize work to make the most effective use of staff.
	 FORMCHECKBOX 
OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
UNSATISFACTORY
	COMMENTS:       


	OVERALL RATING
An overall assessment of the ratee’s performance taking into account the ratings and relative importance of each of the individual components which comprise this evaluation.
	 FORMCHECKBOX 
  OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
 ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
  SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
  NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
  UNSATISFACTORY
	COMMENTS:       


Period covered by this evaluation:
From:     


To:     
	LEGEND
	OUTSTANDING

ABOVE AVERAGE

SATISFACTORY

NEEDS IMPROVEMENT

UNSATISFACTORY




	Performance consistently far exceeds an acceptable level of performance for the full review period.  An unusual level of performance.  Only a small percentage of employees are likely to perform at this level.

Performance consistently exceeds average performance.

Performance consistently meets an acceptable level.  The majority of employees will probably fall within this level.

Performance does not quite meet an acceptable level and lacks consistency.  Improvement required.

Performance has not measured up to an acceptable level and requires immediate improvement.


	JOB KNOWLEDGE
Extent to which employee possesses and applies knowledge, abilities and skills.
	 FORMCHECKBOX 
 OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
  ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
  SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
  NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
  UNSATISFACTORY
	COMMENTS:       

	EFFICIENCY
Ability to produce or achieve desired results and effects.  Ability to meet schedules and deadlines.  Management of time.
	 FORMCHECKBOX 
  OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
  ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
  NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
  UNSATISFACTORY
	COMMENTS:     

	QUALITY
Standard of workmanship.  Thoroughness, neatness and accuracy.
	 FORMCHECKBOX 
 OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
  ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
  SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
  NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
  UNSATISFACTORY
	COMMENTS:     

	ADAPTABILITY
Ability to adjust to change, new situations, new circumstances.  Flexibility, handling of the unusual or unexpected.
	 FORMCHECKBOX 
  OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
  ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
  SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
  NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
  UNSATISFACTORY
	COMMENTS:     

	DEPENDABILITY
Reliability.  Ability to work independently.
	 FORMCHECKBOX 
  OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
  ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
  SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
  NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
  UNSATISFACTORY
	COMMENTS:     

	INITIATIVE
Ability to think and act without being urged.  Self-starter.
	 FORMCHECKBOX 
  OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
  ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
 SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
  NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
  UNSATISFACTORY
	COMMENTS:     


	ATTITUDE TO WORK
Willingness, interest, enthusiasm.
	 FORMCHECKBOX 
  OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
  ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
  SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
  NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
  UNSATISFACTORY
	COMMENTS:     

	INTERPERSONAL RELATIONSHIPS
Ability to cooperate and work with others (public, co-workers, students, etc.).
	 FORMCHECKBOX 
 OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
  ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
  SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
  NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
  UNSATISFACTORY
	COMMENTS:     

	WORK HABITS
Attendance.  Punctuality.  Safe work practices.  Care of property and equipment.
	 FORMCHECKBOX 
  OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
  ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
  SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
  NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
  UNSATISFACTORY
	COMMENTS:     



	OVERALL RATING
An overall assessment of the ratee’s performance taking into account the ratings and relative importance of each of the individual components which comprise this evaluation.
	 FORMCHECKBOX 
  OUTSTANDING

 FORMCHECKBOX 

 FORMCHECKBOX 
  ABOVE AVERAGE

 FORMCHECKBOX 

 FORMCHECKBOX 
  SATISFACTORY

 FORMCHECKBOX 

 FORMCHECKBOX 
  NEEDS IMPROVEMENT

 FORMCHECKBOX 

 FORMCHECKBOX 
  UNSATISFACTORY
	COMMENTS:     


Period covered by this evaluation:
From:      



To:     
	LEGEND
	OUTSTANDING

ABOVE AVERAGE

SATISFACTORY

NEEDS IMPROVEMENT

UNSATISFACTORY




	Performance consistently far exceeds an acceptable level of performance for the full review period.  An unusual level of performance.  Only a small percentage of employees are likely to perform at this level.

Performance consistently exceeds average performance.

Performance consistently meets an acceptable level.  The majority of employees will probably fall within this level.

Performance does not quite meet an acceptable level and lacks consistency.  Improvement required.

Performance has not measured up to an acceptable level and requires immediate improvement.





Briefly describe the employee’s main duties and responsibilities during the appraisal period.

     
SUMMARY OF PERFORMANCE:
Principal strengths -     
Principal improvements desired in      
DEVELOPMENT

What courses or training has the employee completed since the last evaluation?

     
What plans have you and the employee agreed upon which will help improve his/her performance (indicate training, education, correction)?

     
Is the employee ready now to assume greater responsibility? (Specify.)

     
RECOMMENDATION/ACTION
Considering all the factors of this evaluation, is the employee’s performance satisfactory?

Yes    FORMCHECKBOX 


No    FORMCHECKBOX 

1. Probationary/Trial Appraisal
or
2.  Annual Appraisal (Complete only if a Staff Increment 





     Form accompanied this form).


 FORMCHECKBOX 
  retain in present position


 FORMCHECKBOX 
  grant increment


 FORMCHECKBOX 
  remove from present position

 FORMCHECKBOX 
  deny increment

Signature of Rater ______________________  Position _____________________  Date 

Signature of

Dept. Administrator _____________________  Position _____________________  Date 


I have read and accept this appraisal ____________________________________  Date 

                                                                            Employee’s Signature

I have read and disagree with this appraisal ______________________________  Date 

                                                                              Employee’s Signature

Employee’s Comments: (Attach extra sheet, if necessary.)
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