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Employee Performance Appraisal Report

for Exempt and Non-Exempt Employees

	Directions: 

	Supervisor:


	1.
Familiarize yourself with the form, especially definitions of Performance Ratings 
(below).

	
	2.
Distribute Part III to employee; indicate due date.

	
	3.
Review Employee input for completeness and accuracy; complete Parts I, II, IV, V, and VI.

	
	4.
Schedule meeting with employee for performance appraisal. 

	
	5.
Provide signature and comments in Part VI-B.

	
	6.
Forward the completed appraisal to the reviewer for signature in Part VI-C. Check to ensure appraisal package includes Parts I through VI and appropriate signatures.

	EMPLOYEE
	1.
Complete Part III and return to supervisor.

	
	2.
Participate in performance appraisal discussion with supervisor.

	
	3.
Provide signature and comments in Part VI-A.

	PERFORMANCE RATING DEFINITIONS:

	5
	Outstanding*: Performance consistently exceeds all work requirements and key objectives of the position.

	4
	Above Average: Performance usually exceeds most requirements of the position and meets all key requirements and objectives.

	3
	Satisfactory: Performance always meets the key requirements and objectives of the position.

	2
	Needs Improvement: Performance occasionally does not meet some key requirements of the position. Progress is being made; improvement is necessary.

	1
	Unsatisfactory*: Performance frequently fails to meet the minimum requirements of the position. No progress has been made in response to corrective action.

	* If a 5 or 1 rating is chosen, a brief explanation must be provided.


Employee Performance Appraisal Report

for Exempt and Non-Exempt Employees

(COMPLETED BY SUPERVISOR)
	PART I—EMPLOYEE DATA: Supervisors should ensure that the information in this section is complete and up-to-date.

	Employee Name  (First)
(Middle Initial)
(Last)

     
     
	Employee Number

     

	Employee’s Functional Title
     
	
	Location

     
	Division

     

	Supervisor’s Name

     
	Reviewer

     
	Period of  Review

From:
To: 

	PART II—PERFORMANCE FACTORS (Completed By Supervisor):
	RATING

	Comments for this section may be made in the space below. 
 (If a 5 or 1 rating is chosen, a brief explanation must be provided).
	Evaluate the employee’s actual performance results by circling the appropriate rating.

	1.
JOB KNOWLEDGE/APPLICATION
	5
	4
	3
	2
	1

	Measures understanding of information, methods, concepts, techniques, and company procedures necessary for performance of job duties; ability to keep abreast of trends, developments, and innovations in field which may improve ability to perform job functions; technical competence to perform the job.
	

	2.
QUANTITY OF WORK
	5
	4
	3
	2
	1

	Measures ability to produce amount of work required; speed and consistency of output; ability to maintain control and pace of work despite pressures in work environment.
	

	3.
QUALITY OF WORK
	5
	4
	3
	2
	1

	Measures accuracy; thoroughness; usefulness and dependability of results; ability to go beyond stated requirements as appropriate to produce a better product or result.
	

	4.
PROBLEM SOLVING/DECISION MAKING
	5
	4
	3
	2
	1

	Measures ability to think creatively when solving problems, exercising judgment in referring problems to higher management, ability to anticipate and prevent problems; appropriateness of decisions.
	

	5.
FLEXIBILITY/ADAPTABILITY
	5
	4
	3
	2
	1

	Measures ability to handle new duties and responsibilities; ability to respond quickly and efficiently to changes in procedures or situations.
	

	6.
INITIATIVE
	5
	4
	3
	2
	1

	Is a self-starter; takes action necessary to get things done; can work with minimal supervision; seeks new and better methods to do job.
	

	7.
COMMUNICATIONS
	5
	4
	3
	2
	1

	Measures effectiveness of oral and written expression required to perform assignments and to be clearly understood; ability to listen to what others have to say; ability to effectively negotiate and compromise, explain, and justify ideas and actions.
	

	8.
INTERPERSONAL RELATIONS/CUSTOMER SATISFACTION
	5
	4
	3
	2
	1

	Measures ability to establish, maintain, and improve relationships with external contacts; responsiveness and service to customers and vendors; success and productivity in working with internal and external personnel.
	

	9.
SUPPORT FOR COMPANY POLICIES AND OBJECTIVES
	5
	4
	3
	2
	1

	Measures degree to which employee promotes and exhibits high business ethical standards; ability to maintain the integrity of confidential information; handling of company equipment, time, and money in a responsible manner.
	

	10.
OTHER FACTORS WHICH MAY AFFECT PERFORMANCE
	5
	4
	3
	2
	1

	· Supervision/Management Abilities

· Financial Management

· Other
	


	PART III—CURRENT POSITION AND ASSIGNMENTS (Completed by Employee and returned to Supervisor):

	1. CURRENT ASSIGNMENT: (Summarize tasks being performed. Also indicate length of time in current job.)




















	2. PAST YEAR’S PERFORMANCE: (List major responsibilities, projects, or assignments and indicate results achieved. Attach separate sheet if needed.)




















	3. NOTEWORTHY ACHIEVEMENTS SINCE LAST PERFORMANCE APPRAISAL: (Education, training, awards, publications, etc.)

















Employee Name





Signature_______________________________                                                      

Date___________________________________                                                  

	PART IV—OVERALL RATING AND PERFORMANCE NARRATIVE

(Completed by Supervisor. Circle one of the rating categories and briefly comment on major job-related strengths of the employee and on those areas in which performance can be improved over the next appraisal period.)

	Outstanding

5
	Above Average

4
	Satisfactory

3
	Needs Improvement

2
	Unsatisfactory

1

	A. Major Strengths:

B. Development Needs:

C. Comments (If a 5 or 1 rating is chosen, a brief explanation must be provided):





	PART V—IDENTIFY PERFORMANCE OBJECTIVES OVER THE NEXT REVIEW PERIOD

(To stay current with existing job demands and to meet anticipated future demands of the job.)

	





	PART VI—COMMENTS AND SIGNATURES

	A. Employee:
My supervisor has discussed this review with me. Any comments:

	
	Employee’s Signature
	Date

	B. Supervisor:
I have discussed this performance review with the employee and note the following reaction or other pertinent results:

	
	Supervisor’s Signature
	Date

	C. Reviewer:

	
	Signature of Reviewer Upon Completion of Performance Appraisal
	Date
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