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	Employee Performance Appraisal

	Employee Name


	
	Job Title


	
	Department



	Performance Review Period:

Annual Review
	
	From:


	
	To:



	Written By:


	Tel. #:


	E-mail:



	PERFORMANCE STANDARDS

	For each performance area described below, rate the performance as Exceptional, Highly Effective, Effective, Improvement Required, or Unsatisfactory by typing the appropriate rating in each “Rating” area.  Provide supporting rationale (two examples) for each area of performance.  No specific examples are needed when performance is “Effective” however, constructive comments are required. 

	Exceptional – Contributions and excellent work are widely recognized.  Performance consistently exceeds all defined expectations, producing important and impactful results, through superior planning, executing and creativity.  

Highly Effective - Most performance objectives exceed expectations.  Projects and objectives are completed in a manner that expands the scope and manner of the assignment and increases the impact on the Foundation business.  The employee is viewed as having made notable contributions to the department. 

Effective – Performance is competent and effective along established expectations, initiative, resourcefulness and good judgment are consistently exercised.  Employee makes a solid, reliable and meaningful contribution to the department. 

Improvement Required – Performance falls below expectations on one or two job requirements and responsibilities.  A Performance Improvement Plan (PIP) may be required.   

Unsatisfactory - Performance falls below expectations on several critical job requirements and responsibilities.  Without significant improvement reassignment or separation are indicated.  A Performance Improvement Plan (PIP) is required.

	SUMMARY OF JOB RESPONSIBILITIES AND OBJECTIVES

	

	AREAS TO BE EVALUATED

	A. Quality of Work – Accuracy, thoroughness, quality of end results, commitment to quality improvement, and problem prevention.

	Comments:

	

	Rating:

	B. Quantity/Timeliness of Work – The amount of work accomplished and the extent to which commitments are met on schedule.

	Comments:

	

	Rating:

	C. Job Knowledge – Level of expertise in job or career field and the extent this expertise is used effectively.  The extent to which new Information and skills are applied.  Understanding of work responsibilities and job tasks, as well as judgment exercised.

	Comments:

	

	Rating:

	D. Initiative - How effective is the employee in identifying the need for and starting projects?  Comment on the employees' thoroughness, readiness and willingness to make recommendations.

	Comments:

	

	Rating:

	E. Working Relationships – How effective is the employee in dealing with external customers?  How well do they communicate Foundation policies?  Do they demonstrate strong “customer service” skills?  Do they observe Foundation principles of business ethics and conduct?  How effective is the employee in interacting with others?  Are they able to interact with other departments to build productive relationships rather than antagonizing or alienating the person with whom he/she deals?  Is the person willing to accept change and new responsibilities?  

	Comments:

	

	Rating:

	F. Availability for Work – Does the employee observe safety regulations? How well or to what extent does the employee observe work hours?  How well does employee plan personal leaves to support work priorities and deadlines?  

	Comments:

	

	Rating:

	G. Communication Skills - Does the employee express himself/herself clearly, logically and convincingly?  How well does he/she keep you and others informed?  How well does the employee listen to thoughts, ideas and the concerns of others?

	Comments:



	Rating:

	H. Leadership Effectiveness (If applicable) – Extent to which employee sets high performance standards for subordinates and work unit delivers results.  Extent to which employee recognizes merit, fosters development of a diverse, skilled workforce, creates a shared vision, meets equal employment opportunity objectives, and designs meaningful, challenging assignments. Consider the employee’s ability to direct his/her people toward accomplishment of tasks or goals.

	Comments:

	

	Rating:

	FUTURE DEVELOPMENT/GOALS

	Employee Strengths

	Comments:



	Areas for strengthening or future development

	Comments:



	Specific performance goals for the next review period.



	OVERALL PERFORMANCE SUMMARY



	OVERALL PERFORMANCE RATING: 

Consider key personal competencies, leadership effectiveness (if applicable), accomplishments, strengths and improvement opportunities.

	

	EMPLOYEE COMMENTS:



	Supervisor’s Signature
	
	Date
	

	I Certify that this report has been discussed with me.  I understand my signature does not necessarily indicate agreement.



	Employee’s Signature
	
	Date:
	

	Director’s Signature
	
	Date:
	

	Human Resources
	
	Date:
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