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Interpretation of Appraisal Terminology

(Re:  “Overall Evaluation)

Each area that is appraised can be rated as Outstanding, Above Standard, Standard, Below Standard, or Inadequate.  In order to guide you in appraising employees, and to help see to it that all employees are rated in accordance with the same standard, the following descriptions are provided.

A. Outstanding — Genuinely outstanding performance is all you can possibly expect for the area described.  It is performance that conspicuously stands out.  It is performance that is uncommonly excellent.

B. Above Standard — Above normal performance is performance that exceeds the requirements of the job.  It is performance above that which you would expect of a normal fully competent person in this position.

C. Standard — Is that which you can reasonably expect of a competent person.  It is performance that is “Satisfactory.”

D. Below Standard — This is performance that is below what can reasonably be expected of an employee after a reasonable period of time and training.  It is non-satisfactory performance.

E. Inadequate — Inadequate performance is performance that leads one to consider an employee a liability rather than an asset.  This rating is to be used when an employee clearly fails to meet the minimum requirements of the area being appraised.
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Performance Appraisal Report

	Employee Name
	Position Title
	Date of Last Appraisal


	Performance Factors
	
	Appraisal:

	
	
	

	QUALITY OF WORK
	_____
	Produces consistently outstanding work.

	(Consider the thoroughness, accuracy

and neatness of work.)
	_____
	All work is usually thorough, accurate and on time.

	
	_____
	Work is satisfactory.  Occasional mistakes, not serious.

	
	_____
	Frequent checking and corrections are required.

	
	_____
	Work needs improvement.  Makes frequent or serious mistakes.

	QUANTITY OF WORK

(Consider the volume of work produced
	_____
	Outstanding.  Consistently gets out heavy workload with ease.

	compared with others doing similar work.)
	_____
	Superior.  Usually produces better than average.

	
	_____
	Frequently below average.

	
	_____
	Entirely inadequate.

	
	
	

	DEPENDABILITY

(Consider the manner in which the employee applies him/herself, the amount of
	_____
	Justifies utmost confidence.  Requires minimum supervision.  Maintains outstanding attendance.

	supervision required and the employee’s adherence to attendance policies.)
	_____
	Reliable and conscientious.  Requires occasional supervision.

	
	_____
	Maintains above average attendance.

	
	_____
	Applies self well.  Requires normal supervision.  Seldom absent.

	
	_____
	Requires considerable supervision.   Occasional deviations from desired attendance standards.

	
	_____
	Requires constant supervision.  Incurs unacceptable absences.


	JOB ATTITUDE
	_____
	Extraordinary degree of enthusiasm.

	(Amount of interest and enthusiasm shown 
	_____
	High degree of enthusiasm and interest.

	in work.)
	_____
	Favorable or acceptable attitude.

	
	_____
	Attitude needs improvement to be acceptable.

	
	_____
	Attitude too poor to retain in job without improvement.

	COOPERATION

(Consider the extent to which the employee
	_____
	Consistently outstanding in working with and assisting others.

	works harmoniously with fellow employees, supervisors and others.)
	_____
	Quick to volunteer to work with or assist others.

	
	_____
	Generally works well with others.

	
	_____
	Cooperation must be solicited.

	
	_____
	Seldom volunteers.

	
	_____
	Reluctant to assist others.

	VERSATILITY

(Consider the extent of familiarity with own
	_____
	Thorough understanding of all related jobs.

	and related jobs.)
	_____
	Thorough understanding of own and most related jobs.

	
	_____
	Thorough understanding of own job.

	
	_____
	Fair understanding of own job.

	
	_____
	Insufficient knowledge of own job.

	CONTACTS

(Consider the manner in which the employee
	_____
	Consistently outstanding personal impression and tactfulness.

	deals with the general public.)
	_____
	Consistently superior.

	
	_____
	Satisfactory.

	
	_____
	Generally satisfactory, but inconsistent.

	
	_____
	Does not deal effectively with the general public.

	
	
	

	
	
	

	OVERALL EVALUATION
	
	

	of performance (see attached Interpretation of Appraisal Terminology).
	_____
	Outstanding

	
	_____
	Above Standard

	
	_____
	Standard

	
	_____
	Below Standard

	
	_____
	Inadequate


What are your general remarks concerning the employee’s performance of present duties?
What suggestions would you make to assist the employee in improving his/her performance?

What is the employee doing to improve skills, such as additional schooling, etc.?

Has the employee demonstrated any outstanding accomplishments in his/her job?

Rater’s Signature:  

Date:  


Reviewer’s Signature:  

Date:  

Employee’s Signature:  

Date:  

(Please attached copy of job description)
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