[bookmark: _GoBack]PERFORMANCE APPRAISAL SUMMARY

NAME:________________________________________DATE:__________________________________
TITLE:_________________________________________GRADE:_________________________________
LOCATION:_____________________________________DIVISION:_______________________________
DEPARTMENT:_________________________________________________________________________
DATE EMPLOYED IN PRESENT POSITION:____________________________________________________
DATE OF LAST REVIEW:__________________________________________________________________
APPRAISING SUPERVISOR/MANAGER:______________________________________________________
REVIEWED BY:_________________________________________________________________________

SECTION ONE
KEY JOB RESPONSIBILITIES:	
	Using the job position description as a guide below list the major elements or key responsibilities of the position.  Consider the major responsibilities or the objectives for the period being reviewed.
SECTION TWO
	
	OUTSTANDING
5
	EXCELLENT
4
	EFFECTIVE
3
	NEEDS IMPROVEMENT
2
	UNSATISFACTORY
1

	FACTORS EFFECTING PERFORMANCE AND POTENTIAL
	Evaluate the effectiveness of the employee’s behaviors in the areas listed below for the period covered by this report.  Complete the comment sections to support your evaluation.
	
	
	
	
	

	JOB UNDERSTANDING: How well does an employee demonstrate an understanding of the total duties and tasks required for satisfactory performance and demonstrate technical competence in the job? Consider evidence of short/long term planning, coaching, delegating, cost/profit consciousness, and behaviors demonstrating commitment to and an awareness of the regulated aspects of the job (safety, affirmative action, environmental concerns, etc.).
	
	
	
	
	

	COMMENTS:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	ANALYTICAL SKILLS: How well does the employee perform the analytical aspects of the job? Consider effectiveness in problem identification analysis of possible solutions, working with appropriate resources, and taking initiative, and demonstrating innovation, creativity and balanced judgement. Consider ability to observe and remain alert to changing conditions that affect the work.
	
	
	
	
	

	COMMENTS:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	INTERPERSONAL SKILLS/COMMUNICATION: How well does the employee communicate both orally and in written form?  How well does he/she listen and express thoughts and ideas clearly? Consider the abilities to work well with groups, with supervisors, peers, or subordinates to be persuasive.
	
	
	
	
	

	COMMENTS:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



DEVELOPMENT PLAN:
	Please indicate career/development plans discussed with employee. Be sure to include any program/seminar titles, dates, etc.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
PARTICULAR STRENGTHS:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


AREAS NEEDING ATTENTION:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
CAREER/DEVELOPMENT PLAN:
	Please indicate career/development plans discussed with employee.  Be sure to include any special project responsibility, program/seminar, titles, dates, etc.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	OVERALL EVALUATION OF PERFORMANCE: Considering both the performance against the objectives and the evaluations given on the section “FACTORS EFFECTING PERFORMANCE”. Please indicate by checking the appropriate box your overall appraisal of this individual’s contribution, and not supporting comments.

	UNSATISFACTORY
1
_______________
NEEDS IMPROVEMENT
2
________________
MEETS STANDARDS
3
_____________
EXCEEDS STANDARDS
4
_______________
EXCELLENT
5
____________


	COMMENTS SUMMARIZING PERFORMANCE BASED ON DISCUSSIONS AND SUPPORTING PERFORMANCE EVALUATION:
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




EMPLOYEE COMMENTS:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature of Appraising Supervisor/Manager					Date

Signature of Employee								Date
