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Employee Name

Department

From: To:

Employee ID

Date of Hire

Position

End of Contract  

  Personal Development Opportunities

Period Covered: 

Exceptional performance in all areas of responsibility. Planned objectives were 
achieved well above the established standards and accomplishments were 
made in unexpected areas.

Consistently exceeds established standards in most areas of responsibility. All 
requirements were met and objectives were achieved above the established 
standards.

All job requirements were met and planned objectives were accomplished 
within established standards. There were no critical areas where accomplish-
ments were less than planned. 

Performance in one or more critical areas does not meet expectations. Not all 
planned objectives were accomplished within the established standards and 
some responsibilities were not completely met. Need immediate improvement. 

Does not meet minimum job requirements. Performance is unacceptable. 
Responsibilities are not being met and important objectives have not been 
accomplished. The employee is not qualified and should not continue working 
at the position.        

Performance Appraisal Form ( Supervisory Positions )

PercentageRatings

Excellent

Very Good

Good

Fair

Poor

91 - 100

81 - 90

71 - 80

60 -70

< 50



General Positions (A):

Productivity:  Assumption to consider an employee’s performance as 
the ratio of the output to the input during a given time period. 

Attendance & punctuality: Reports to work on time and be available 
for work as requested to fulfill position responsibilities. Pre-Coordi-
nates absence with supervisor to keep the work on the proper track.  

Communication Skills: Effectively conveys correct information and 
ideas both orally and in writing. Listens carefully and seeks for clarifi-
cations to ensure understanding. 

Initiative/Commitment: Demonstrates personal responsibility when 
performing duties. Offers assistance to support the objectives of the 
department. Performs with minimal supervision. Meets work expec-
tations for the position with high standards.

Work Quality/Quantity: Complete assignments in a through, accu-
rate and timely manner. Handles multiples responsibilities in an 
effective manner. Reach the department’s goals and needs by 
providing services and meet the work expectations.

ScoreRatings

Interpersonal Skills: Deals positively and effectively with co-workers 
and other customers. Demonstrates respect and maintain positive 
relationships with management team and staff. 

Weight %

Team work and Cooperation: Maintains harmonious and effective 
work relationships with co-workers constituents. Shares information 
and resources with others to promote positive and collaborative work 
relationships.  

Part - 1

1 - Poor 2 - Fair 3 - Good 4 - Very Good 5 - ExcellentRating:

Total Score (A):
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General Positions (B): ScoreRatingsWeight %

Part - 1 (b)

1 - Poor 2 - Fair 3 - Good 4 - Very Good 5 - ExcellentRating:

Total Score (B):

Part 1 Rate
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Innovation/Creativity: Creates valuable ideas and uses them to 
develop new or to improve current processes, methods, systems or 
services. Identifies better approaches for completing work assign-
ments more effectively. 

Coaching: Works to improve and reinforce performance of staff. 
Provides opportunities for training/education to meet the goals and 
plans of the staff and Department. Makes orientation for department 
and company policies and procedures and updates work related 
knowledge of current and new employees. 

Problem solving/Analytical Thinking: Identifies and analyzes 
work-related problems and formulates alternative solutions. Takes or 
recommends appropriate actions and follows up to ensure problems 
are resolved. Undertakes tasks by breaking it down into manageable 
parts in a systematic, detailed way and supervise the implementation 
processes. 

Supervisory Abilities: Manages conflict between employees. Deals 
with performance problems and maintain high level of performance. 
Manages effectively the time of all assignments and delegates tasks 
wherever possible. Regularly review work plans of all assignments 
and staff and starts the necessary changes. Treat staff fairly and 
consistently. 



Main DutiesS.No ScoreRatingsWeight %

Part - 2

1 - Poor 2 - Fair 3 - Good 4 - Very Good 5 - ExcellentRating:

1

2

3

4

5

6

7

8

9

10

Total Score:

Overall Evaluation

Evaluation Percentage

Overall Rating
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Career Development Plans:

Evaluator's Comments:

Do you recommend recontracting this employee for another 12 months?
(This part for employee with Limited Contracts)

For HR use:

Yes No

Employee Name: Date: Signature:

Evaluator's Name: Date: Signature:

Director's Name:

ID#

Comments:

Initial:

Date: Signature:

HR Specialist

Comments:

Talent Training  & Development Section:
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ID# Initial:
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