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Employee Appraisal Form

Employee Information

· Name:

· Position:

· Department:

· Date of Appraisal:

· Appraisal Period:

· Line Manager:

Performance Rating Scale

· 1 (Poor): Fails to meet job standards

· 2 (Fair): Occasionally meets job standards

· 3 (Good): Consistently meets job standards

· 4 (Very Good): Frequently exceeds job standards

· 5 (Excellent): Consistently exceeds job standards and makes exceptional contributions

Performance Evaluation

1. Job Knowledge

· Understands all aspects of the job

· Effectively applies knowledge to solve problems

· Rating: _____

2. Quality of Work

· Accuracy, thoroughness, and effectiveness of work

· Attention to detail and overall quality

· Rating: _____

3. Work Consistency

· Consistency in maintaining performance levels

· Ability to handle work volume and pressure

· Rating: _____

4. Communication Skills

· Effectiveness in verbal and written communication

· Clarity and promptness of response

· Rating: _____

5. Teamwork and Cooperation

· Ability to work effectively with others

· Willingness to assist colleagues

· Rating: _____

6. Initiative and Creativity

Scan and Upload in the Staﬀ File!

· Willingness to take on new responsibilities

· Ability to propose and implement improvements

· Rating: _____

7. Attendance and Punctuality

· Adherence to work schedules

· Frequency and appropriateness of absences

· Rating: _____

8. Adherence to Policy

· Understanding and adherence to company policies

· Professional conduct and integrity

· Rating: _____

Overall Performance Rating:

· Total Score:____

· Overall Rating: ____

Goals for Next Review Period:

Goal 1:

Goal 2:

Goal 3:

Summary Comments:
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Employee Comments:
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Signatures:

· Employee Signature:

· Line Manager Signature:

Scan and Upload in the Staﬀ File!
