Employee Name: 

Department: 

Job Title: 

GENERAL EMPLOYEE APPRAISAL

This is a developmental evaluation to be completed for employees in non-exempt and/or clerical positions.  It should reflect an impartial judgment of performance on the factors shown for the period being reviewed.

The purpose of this program is to:

· Develop each individual employee to his/her full potential.

· Communicate honestly and frankly on performance and improvement desired or necessary.

· Recognize and comment on exceptional performance.

· Listen to the employee’s opinions about his/her performance.

· Discuss these opinions about his/her performance.

· Suggest specific courses of action to help each individual improve any weakness.

Please note:
Performance appraisals are an important element of an employee’s permanent employment record.  These confidential reports should not be prepared by, typed by, nor circulated to persons other than those listed below.

Dates:

Hired: 

Appraisal:

Started present position: 

Due: 

Started with present supervisor: 

Accomplished: 

Appraisal performed by:


(Name)
(Title)
(Date)


(Name)
(Title)
(Date)

Reviewed by:


(Name)
(Title)
(Date)


(Name)
(Title)
(Date)

CONFIDENTIAL

EVALUATION OF JOB RELATED TRAITS

Please consider separately the individual’s demonstrated performance in EACH TRAIT and check the one, which MOST CLOSELY describes that performance.  Then use the written comments to QUALIFY AND ELABORATE on your reasons for choosing that particular evaluation.


Exceptional
-
Performance in this trait is well above the normal expectations, usually within the 
top ten percentile of peers.


Very Good
-
Doing a consistently good job in this trait.


Satisfactory
-
Performance in this trait is at an acceptable level of competence.


Development
-
Performance in this trait needs additional development and close attention
Needed

to become satisfactory.


Improvement
-
Performing below minimum acceptable level in this trait.  Improvement must
Necessary

be made.

Work Quality:
Consider the work produced, it’s reliability and accuracy.

(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


Work Quantity:
Consider the amount or volume of work produced.

(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


Judgment:
Consider the employee’s ability to make well-reasoned, sound decisions within the 
realm of the employee’s position.

(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


Perseverance:
Consider the employee’s ability to accomplish set goals of position.

(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


CONFIDENTIAL

Compatibility:
Consider the employee’s ability to interface productively with other employees.

(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


Job Perspective:
Consider the employee’s degree of understanding of immediate tasks and their 
relation to ultimate goals.

(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


Adaptability:
Consider the employee’s ability to perform new tasks.  Does this employee easily 
adjust to change?

(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


Attendance:
Consider employee’s absences and punctuality.

(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


Ability to Learn:
Consider the employee’s ability to understand and apply given instructions.

(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


Professionalism:
Consider the employee’s professional appearance and attitude on a daily basis.

(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


CONFIDENTIAL

Clerical Skills*:
Assess the employee’s ability in each of the following areas.

	Word Processing/Creativity
	Proofreading
	Filing Procedures

	(
)
Exceptional

(
)
Very Good

(
)
Satisfactory

(
)
Development Needed

(
)
Improvement Necessary


	(
)
Exceptional

(
)
Very Good

(
)
Satisfactory

(
)
Development Needed

(
)
Improvement Necessary
	(
)
Exceptional

(
)
Very Good

(
)
Satisfactory

(
)
Development Needed

(
)
Improvement Necessary


Comments:



Telephone Manner*
Consider the employee’s effectiveness over the phone as well as the manner in 
which he/she receives and places phone calls.
(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


Administrative/Organizational Skills*:
Consider the employee’s ability to coordinate and follow up work, 
meet deadlines, and carry through to completion of assigned tasks.
(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


MAJOR STRONG POINTS
Consider areas in which this employee excels.

MAJOR WEAK POINTS
Consider areas in which employee should devote more attention and 
strive for improvements.

RECOMMENDED REMEDIAL ACTION

OVERALL PERFORMANCE SUMMARY AND COMMENTS:
Performance rated below the SATISFACTORY level 
must be reappraised within the next 3-6 month period.


Specify date: 

(
)
Exceptional
Comments: 

(
)
Very Good


(
)
Satisfactory


(
)
Development Needed


(
)
Improvement Necessary


EMPLOYEE COMMENTS:  Each individual evaluated is encouraged to add comments to his/her review.
I am signing this evaluation to indicate that my supervisor and I have had a two-way discussion of the comments contained herein.


Employee Signature
Date
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