Report of  Performance Appraisal



University Extension


Name of employee





Date

Employee title






Department

Supervisor/Appraiser’s Name:



 

Period Rating From:



To:

Type of Rating: End of Probation
Annual
Other 

1.  Job Knowledge
The demonstration of technical, administrative, managerial, supervisory, or other specialized knowledge required to perform the job.  Consider degree of job knowledge relative to length of time in the current position.  If applicable, consider the individual’s efforts to learn new skills and maintain up-to-date job-related information.

Additional criteria:

2.  Quality of Work

The demonstration of accuracy, thoroughness, and reliability.  Consider organization, presentation, completeness, and appearance of work.

Additional criteria:

· Far exceeds job requirements
· Exceeds job requirements
· Meets job requirements
· Meets some but not all requirements
· Does not meet job requirements
Comments:

· Far exceeds job requirements

· Exceeds job requirements

· Meets job requirements

· Meets some but not all requirements

· Does not meet job requirements

Comments:

3.  Quantity of work
The volume of work produced by the employee, along with his or her speed and consistency of output.

Additional criteria:

4.  Initiative and resourcefulness
The extent to which the employee is self-directed, resourceful, and creative toward meeting job objectives.  Consider how well the employee follows through on assignments and modifies or develops new ideas, methods, or procedures to meet changing circumstances.

Additional criteria:

5. Communication
The extent to which the employee effectively conveys and receives ideas, information and direction, and seeks to clarify and confirm the accuracy of their understanding of unfamiliar or vague terms and instructions.  Consider clarity of oral and written communications.

Additional criteria:
6.  Cooperation
The extent to which the employee builds and maintains work relationships and contacts needed to effectively address problems and opportunities associated with their position.  Consider whether the employee is active in resolving workplace conflicts, the employee’s willingness to undertake assigned projects, and the employee’s support for organizational goals and endeavors.  

Additional criteria:

· Far exceeds job requirements
· Exceeds job requirements
· Meets job requirements
· Meets some but not all requirements
· Does not meet job requirements
Comments:

· Far exceeds job requirements
· Exceeds job requirements
· Meets job requirements
· Meets some but not all requirements
· Does not meet job requirements
Comments:

· Far exceeds job requirements
· Exceeds job requirements
· Meets job requirements
· Meets some but not all requirements
· Does not meet job requirements
Comments:

· Far exceeds job requirements
· Exceeds job requirements
· Meets job requirements
· Meets some but not all requirements
· Does not meet job requirements
Comments:

7.  Planning and organizing 
The extent to which the employee effectively plans, organizes and implements tasks or programs.  Consider the employee’s use of time and facilities subject to their control.  Consider the degree to which the employee meets deadlines, maintains a clear grasp of daily tasks, and prioritizes duties in a manner consistent with organizational objectives and emergencies.  Consider how well the employee manages tasks or program assignments including follow-through and delegation.  Additional criteria:

8. Attendance

The extent to which the employee can be depended upon to be available for work and to fulfill position responsibilities.  Consider whether the employee reports to work on time, communicates schedule changes promptly to supervisor, and maintains regular attendance.

Additional criteria:

9. Other criteria Specific to Position
Consider any particular criteria not

previously stated.

· Far exceeds job requirements
· Exceeds job requirements
· Meets job requirements
· Meets some but not all requirements
· Does not meet job requirements
Comments:

· Meets job requirements
· Does not meet job requirements
Comments:

· Far exceeds job requirements
· Exceeds job requirements
· Meets job requirements
· Meets some but not all requirements
· Does not meet job requirements
Comments:

Employees Job Duties, Goals and Development Plan For Next Appraisal Period

1.  Primary job duties or assignments for the next appraisal period:

2.  Date for the next review of these duties and objectives __________________    
3.  Desired changes or improvements in the employee performance in the next appraisal 
period:

4.  Coaching, training, or development activities to be pursued in the next appraisal period:

Overall Performance Appraisal Rating






 Far exceeds job requirements
 Meets job requirements Meets some but not all job 









requirements
 Exceeds job requirements         Does not meet job requirements

Comments by Supervisor

Supervisor signature
Date



Comments by Employee (additional sheets may be attached)

Employee Signature
Date

(Employee’s signature does not necessarily mean agreement with the appraisal.  It merely acknowledges that the employee has had an opportunity to discuss the appraisal with the supervisor)

Supervisor’s signature


Date
    HR Manager


Date
