	
	

	EMPLOYEE PERFORMANCE APPRAISAL



	NAME: ______________________________                                            DATE: _____________________

POSITION: __________________________                                              POSITION START DATE: __________________________


	PERFORMANCE 

LEVEL
	1
	2
	3
	4
	DEVELOPMENT PLAN

	JOB KNOWLEDGE
	NO JOB

KNOWLEDGE
	LITTLE JOB 

KNOWLEDGE
	SATISFACTORY 

JOB KNOWLEDGE
	EXCELLENT 

JOB KNOWLEDGE
	

	QUANTITY/VOLUME 

OF WORK
	VOLUME 

LOW
	VOLUME MEETS STANDARDS


	DOES MORE 

THAN STANDARD 

ON OCCASION
	CONSISTENTLY 

EXCEEDS 

STANDARDS
	

	QUALITY

OF WORK


	CONSISTENTLY

BELOW 

ACCEPTABLE 

STANDARDS
	SELDOM NEEDS

REMINDER ON 

QUALITY 

STANDARDS
	CONSISTENLY

MEETS 

ACCEPTABLE 

STANDARDS
	EXCEEDS

STANDARDS ON 

QUALITY OF WORK
	

	CUSTOMER 

AWARENESS


	SHOWS LITTLE 

CONCERN FOR 

CUSTOMER


	SHOWS CONCERN

WHEN REMINDED
	AWARE OF 

CUSTOMER 

NEEDS
	ANTICIPATES 

CUSTOMER 

NEEDS
	

	ENTHUSIASM


	DOES NOT 

SHOW 

ENTHUSIASM


	SELDOM SHOWS ENTHUSIASM
	GENERALLY 

ENTHUSIATIC
	ALWAYS SHOWS 

HIGH DEGREE 

OF ENTHUSIASM
	

	COMMUNICATION 

SKILLS
	DIFFICULTY IN 

COMMUNICATING
	NEEDS SOME 

ASSISTANCE IN COMMUNICATING


	SATISFACTORY COMMUNICATION
	EXTREMELY 

EFFECTIVE IN 

COMMUNICATING
	

	NEATNESS
	COMPLETELY 

UNACCEPTABLE
	ON OCCASION 

CREATES POOR  IMPRESSION
	ACCEPTABLE IN 

NEATNESS AND 

APPEARANCE


	EXCEPTIONALLY

NEAT IN 

APPEARANCE AND 

DRESS HABITS
	

	ORDERLINESS


	WORK PLACE 

ALWAYS UNTIDY
	REQUIRES 

REMINDERS ON 

WORK PLACE


	GENERALLY

 NEAT AND 

ORDERLY
	EXCEPTIONALLY 

NEAT AND 

ORDERLY
	

	ABSENTEEISM


	VERY POOR

ATTENDANCE


	ATTENDANCE 

BELOW AVERAGE
	SELDOM 

ABSENT
	ALWAYS ON 

THE JOB
	

	ABSENCE FROM 

WORK STATION


	FREQUENTLY 

AWAY FROM WORK 

STATION


	REQUIRES 

OCCASIONAL 

REMINDER
	SELDOM AWAY

FROM WORK 

STATION
	ALWAYS AT 

WORK STATION
	

	PUNCTUALITY


	FREQUENTLY 

LATE


	SELDOM LATE
	NOT LATE 

WITHOUT REASON
	EXCEPTIONALLY 

PUNCTUAL
	

	AMOUNT OF 

SUPERVISION

REQUIRED
	CONSTANT

SUPERVISION

REQUIRED
	CONSIDERABLE

SUPERVISION

REQUIRED
	LITTLE

SUPERVISION

REQUIRED
	CAN PERFORM

FUNCTION TOTALLY

WITHOUT 

SUPERVISION
	

	COOPERATION

WITH SUPERVISOR
	DOES NOT

COOPERATE
	COOPERATES

WHEN REQUIRED
	COOPERATES WILLINGLY
	HIGHLY 

COOPERATIVE
	

	COOPERATION WITH

FELLOW EMPLOYEES
	DOES NOT

COOPERATE
	COOPERATES 

WHEN REQUESTED
	COOPERATES WILLINGLY
	TEAM 

PLAYER
	

	EFFECT ON 

WORK GROUP
	ADVERSE

EFFECT
	VERY LITTLE

EFFECT GOOD/BAD
	GOOD

INFLUENCE
	EXCELLENT

INFLUENCE
	

	HEALTH AND HYGIENE
	EXTREMELY 

POOR
	SELDOM NEEDS

REMINDER ON

RULES
	MAKES A DEFINITE

EFFORT TO ADHERE TO HYGIENE
	ENCOURAGES

ADHERANCE TO

HEALTH & SAFETY
	

	SAFETY AND

HOUSE RULES
	CONSISTENTLY

NEEDS REMINDERS

OF HOUSE RULES
	NEEDS OCCASIONAL

REMINDER ON

HOUSE RULES
	CONSISTENTLY 

FOLLOWS HOUSE

RULES
	REMINDS OTHERS

TO ADHERE TO 

HOUSE RULES
	

	CARE OF COMPANY 

EQUIPMENT
	CARELESS
	OCCASIONAL REMINDERS ON

CARE NEEDED
	ACCEPTABLE CARE

OF EQUIPMENT
	EXTREMELY

CAREFUL
	


	OVERALL EVALUATION


	TRAINING RECOMMENTATIONS
	EMPLOYEE COMMENTS INCLUDING DEGREE OF JOB SATISFACTION

	Needs to Improve

Current Position
	
	 FORMCHECKBOX 
 S.T.A.R./Recert

 FORMCHECKBOX 
  Leadership/Recert

 FORMCHECKBOX 
  Training Skills Workshop

 FORMCHECKBOX 
  Other:
	

	Exhibits Satisfactory

Job Performance
	
	
	

	Exhibits Above Average

Job Performance
	
	
	

	GOALS


	
	

	Needs More Experience in Current Position
	
	
	

	Wishes to Remain in Current Position
	
	
	EMPLOYEE SIGNATURE:

	Would Like to Move to Another Position Within 1 Year (non-mgmt)
	
	
	APPRAISOR SIGNATURE:

	Promotable  to Mgmt or Supervision Position Within 6 months
	
	
	GENERAL MANAGER:


