	PERFORMANCE APPRAISALS AND PLANNING REVIEW


	Employee Name
	Title
	Department



	Date of Last Review
	Current Review Date
	Reviewer




	SECTION I:  GOALS AND OBJECTIVES FOR REVIEW PERIOD (Assignment and Major Responsibilities for Review Period)



	SECTION II:  SUMMARIZE THE STATUS OF KEY GOALS (ACHIEVED OR NOT ACHIEVED)


	GOALS

Short Term
	COMPLETION COMMENTS



	Goal 1    ___  Achieved   ___Not Achieved


	

	Goal 2   ___ Achieved  ___Not Achieved


	

	Goal 3   ___Achieved   ___Not Achieved

	

	Goal 4   ___Achieved   ___Not Achieved

	

	Long Term
	

	Goal 1   ___Achieved   ___Not Achieved

	

	Goal 2   ___Achieved   ___Not Achieved

	

	Goal 3   ___Achieved   ___Not Achieved

	

	Goal 4   ___Achieved   ___Not Achieved

	


Goals (cont’d)
General Comments:

SECTION III:  EVALUATION OF PERFORMANCE AND ACCOMPLISHMENTS

1 – Unsatisfactory

2 – Marginal

3 – Successful (100%)

4 – Exceptional (110%)

CATEGORY  #1    Achievement of Results
Items






Rating  (See page 2 for Explanation)
Achieve set targets/objectives



1
2
3
4
Successfully completes assigned projects

1
2
3
4

Meets set deadlines




1
2
3
4

Successfully produces required volume of work
1
2
3
4

Organizes work environment



1
2
3
4
Budgets for resources




1
2
3
4
Point Score = (add the 6 numbers circulated above) ÷ 6 =  ________________
Remarks:

Performance Appraisal Form





________________________

________________________




Employee’s Initials



Supervisor’s Initials
CATEGORY #2    Initiative and Planning
Items






Rating  (See page 2 for Explanation)
Asks for assistance when needed


1
2
3
4
Willingly takes action without specific

1
2
3
4
instructions, when appropriate

Independently establishes sound objectives

1
2
3
4
or priorities

Develops and maintains schedules or courses
1
2
3
4
of action

Willingly takes on new or increased 


1
2
3
4
responsibilities

Undertakes self-development activities

1
2
3
4
Point Score = (add the 6 numbers circulated above) ÷ 6 =  ________________

Remarks:

Performance Appraisal Form





________________________

________________________




Employee’s Initials



Supervisor’s Initials
CATEGORY #3    Quality of Work
Items






Rating  (See page 2 for Explanation)
Completes work in a timely and efficient manner
1
2
3
4
Ensures work is thorough and accurate

1
2
3
4
Requires thorough and accurate work from others
1
2
3
4
Decision making is proactive and does not 

1
2
3
4
procrastinate

Innovative creative problem solving


1
2
3
4
Looks for ways to improve and promote quality
1
2
3
4
Monitors own work to ensure quality and quantity
1
2
3
4
Point Score = (add the 7 numbers circulated above) ÷ 7 =  ________________

Remarks:

Performance Appraisal Form





________________________

________________________




Employee’s Initials



Supervisor’s Initials
CATEGORY #4    General Qualities and Abilities
Items






Rating  (See page 2 for Explanation)
Attendance Record




1
2
3
4
Punctuality





1
2
3
4
Time Management Skills



1
2
3
4
Ability to handle a number of tasks simultaneously
1
2
3
4
Willingness to spend extra time at work

1
2
3
4
 when required

Willingness to learn and stay informed on 

1
2
3
4
relevant work related issues

Willingness to accept new ideas and approaches
1
2
3
4
Develops positive working relationships and

1
2
3
4

contributes to groups success

Point Score = (add the 8 numbers circulated above) ÷ 8 =  ________________

Remarks:

Performance Appraisal Form





________________________

________________________




Employee’s Initials



Supervisor’s Initials
CATEGORY #5    Judgement
Items






Rating (See page 2 for Explanation)
Ability to analyze problem situations quickly
1
2
3
4
and accurately

Ability to make sound decision when required
1
2
3
4
Ability to react to adversity in a logical and

1
2
3
4

practical manner

Ability to prioritize work of action


1
2
3
4
Point Score = (add the 4 numbers circulated above) ÷ 4 =  ________________

Remarks:

Performance Appraisal Form





________________________

________________________




Employee’s Initials



Supervisor’s Initials
CATEGORY #6    Communication and Interpersonal Skills
Items






Rating  (See page 2 for Explanation)
Uses effective verbal communication skills

1
2
3
4
Uses effective written communication skills

1
2
3
4
Ability to work in a team environment

1
2
3
4
Uses effective communication skills with 

1
2
3
4
colleagues

Uses effective communication skills with clients
1
2
3
4
Ability to accept direction and constructive 

1
2
3
4
criticism from colleagues

Point Score = (add the 6 numbers circulated above) ÷ 6 =  ________________

Remarks:

Performance Appraisal Form





________________________

________________________




Employee’s Initials



Supervisor’s Initials
CATEGORY #7    Job Related Skills
Items






Rating  (See page 2 for Explanation)
Proficient in required skills and knowledge

1
2
3
4
Demonstrates ability to learn new skills

1
2
3
4
Keeps current with new knowledge and skills
1
2
3
4
Requires minimal supervision



1
2
3
4
Understands government organizational 

1
2
3
4
relationships

Has thorough knowledge and understanding of 
1
2
3
4
Departmental policies and procedures

Skills/knowledge/understanding of computer 
1
2
3
4
applications or machines or equipment required
for the job

Uses resources effectively and efficiently

1
2
3
4
Point Score = (add the 8 numbers circulated above) ÷ 8 =  ________________

Remarks:

Performance Appraisal Form





________________________

________________________




Employee’s Initials



Supervisor’s Initials
CATEGORY #8    Customer Services

(Note: Customer Service includes both internal and external clients, where internal clients can


Include requests from other departments within the municipality and external clients can include


the public and other government agencies.)
Items






Rating  (See page 2 for Explanation)
Exhibits courtesy and care



1
2
3
4
Deals with difficult customers


1
2
3
4
Takes responsibility in representing the 

1
2
3
4
municipality’s intended image
Displays appropriate business etiquette

1
2
3
4
Responds to internal and external customers

1
2
3
4
in a timely manner
Point Score = (add the 5 numbers circulated above) ÷ 5 =  ________________

Remarks:

Performance Appraisal Form





________________________

________________________




Employee’s Initials



Supervisor’s Initials
Overall Rating


Category

Score

1 ____

2 ____

3 ____

4 ____

5 ____

6 ____

7 ____

8 ____
Total 

______/8 = _____

Areas where employee needs improvement:  ____________________________________________
Performance Appraisal Form




________________________

________________________




Employee’s Initials



Supervisor’s Initials
SECTION IV:  FUTURE GOALS AND SUGGESTED IMPROVEMENTS
Short Term and Long Term Goals shall be developed in collaboration with the reviewer(s) and will be based upon results of the performance appraisals.

The following are some questions to guide in the development of these short and long term goals:

1. What has to be improved?

2. What training/education programs will/should be undertaken as a result of the assessment?

3. What is the time frame necessary to reach these goals?

4. What are some of the specific measurable output goals?

Short Term Goals
Goal 1:

Goal 2:

Goal 3:

Goal 4:

Long Term Goals:

Goal 1:

Goal 2:

Goal 3:

Goal 4:

SECTION V:  EMPLOYEE COMMENTS

SECTION VI:  REVIEWER COMMENTS

Approvals

____________________
_____________
____________________
______________

Direct Supervisor

Date


Employee


Date

_______________________
______________
________________________
_______________
Next Level Management
Date


Chief Administrative Officer
Date

Employee Signature acknowledges receipt of review and does not necessarily indicate agreement.
Explanation of Markings





4.  Exceptional 	Consistently over time, performs all duties in an exceptional manner; significantly exceeds expectations with exceptional quality, quantity and timeliness of work; significantly exceeds all objectives, always achieves exceptional results well beyond those expected of the position.  Note – usage of this category is highly limited.





3.  Successful 	Consistently performs all duties of the position in a fully capable manner; meets all expected criteria for quality; quantity and timeliness of work, including meeting goals and objectives.





2.  Marginal 	Performs many duties in a capable manner; meets some goals and objectives, but requires improvement in quality, quantity and timeliness of work to achieve overall satisfactory performance; may require more supervision than expected for assignment.  Could be the performance level of those new to a position.





1. Unsatisfactory	Unacceptable performance suggesting lack of willingness and/or ability to perform the requirements of the position.
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