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Performance Appraisal – Managers and Supervisors


One of the most important and rewarding assignments for any manager is assessing an employee’s performance and providing the appropriate counseling to reinforce positive actions and promote employee growth. This form has been developed to aid managers in assessing employee performance and providing a basis for enhanced career development. Be FAIR, HONEST and OBJECTIVE.  

	Employee Name
	 FORMTEXT 

     
	Employee Number
	 FORMTEXT 

     

	Office/Contract
	 FORMTEXT 

     
	Department
	 FORMDROPDOWN 


	Location
	 FORMDROPDOWN 

	Self Appraisal Form Attached? 
	Yes   FORMDROPDOWN 
  No  FORMDROPDOWN 


	Appraisal Period
	 FORMTEXT 

     
	
	


	MAJOR ASSIGNMENTS (To be completed for all employees)

	Identify major assignments during this performance period.

     


                                                                                                                                     Performance Standards

	The following areas should be addressed for all employees. Provide an  assessment of the employee’s performance in the following areas.  Cite specific examples that occurred during the performance period that illustrate your comments. 
	Does Not Meet
	Meets
	More Than Meets
	Exceeds

	Interpersonal Skills – Ability to effectively communicate with all levels of employees, peers and customers; demonstrates cooperation and teamwork.
	 
	 
	 
	 

	Comments:

     


	Verbal and Written Communications – Ability to clearly and succinctly express thoughts verbally (meetings, briefings) and in writing (memoranda, letters).  (NOTE: For all employees, evaluate verbal skills.  Written skills may not be required for some personnel.  If this is the case, so state in the “Comments” block.)
	 
	 
	 
	 

	Comments: 

     


	Planning, Organizing and Controlling Work / Productivity – Ability to plan, organize and control projects to meet established deadlines within budget.
	 
	 
	 
	 

	Comments: 

     



	The following areas should be addressed for all employees. Provide an assessment of the employee’s performance in the following areas.  Cite specific examples that occurred during the performance period that illustrate your comments.  
	Does Not Meet
	Meets
	More Than Meets
	Exceeds

	Quality of Work – Ability to produce work with consistently high standards.
	 
	 
	 
	 

	Comments:

     

	Job Knowledge – Understanding of job responsibilities and  results  expected; ability to apply job-related skills and knowledge to position.
	 
	 
	 
	 

	Comments:

     

	Leadership / Teambuilding – Leads and motivates; gives clear directions and explains reasons for decisions; solicits input.  Stresses and develops cooperation among co-workers, customers and suppliers; sets example.
	 
	 
	 
	 

	Comments:

     


	MAJOR ACCOMPLISHMENTS (To be completed for all employees)

	Identify all accomplishments or actions taken towards accomplishment of objectives agreed upon during the previous review.  (Do not answer this question for employees who have not had a previous performance appraisal) 

	 FORMTEXT 

     


	SUMMARY (To be completed for all employees)

	Summary of employee strengths as they relate to the responsibilities of the present assignment.

 FORMTEXT 

     

	Summary of areas needing improvement.

 FORMTEXT 

     

	Define specific objectives required that will form the basis for the next appraisal.
 FORMTEXT 

     

	Additional comments (Optional)

     


	Employee’s comments (Optional)

 FORMTEXT 

     



Summary Rating:

The employee’s summary rating should be based on as much first-hand observation of performance as possible. 

	LO
	Scale of Expectations
	HI

	 
	 
	 
	 

	DOES NOT MEET
	MEETS
	MORE THAN MEETS
	EXCEEDS


I have read this appraisal and have discussed the results with my manager.  My signature does not imply agreement, only that the appraisal discussion took place and I was advised of my performance.

	Employee’s Signature


	
	Date

	Immediate Manager’s Signature


	
	Date

	Approving Manager’s Signature
	
	Date


NOTE

IF SUBMITTED, ATTACH THE EMPLOYEE’S SELF APPRAISAL FORM (CP-00-2000-02-C).
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