PERFORMANCE

APPRAISAL AND EVALUATION 

FOR SUPERVISORS
Employee's Name:



Time with the Company:  




Position:





Time with the Company:




Date of Performance and Appraisal Evaluation: 

____________




Evaluated by:













Reviewed by:














	A‑Current Rating …………………………………..

B‑Previous Rating                                               .
C‑2nd Previous


Rating                                                          .           

                  Indicate job title at time previous

                   ratings (B‑C) were made.

If employee is too new to rate, check here
	1. Unsatisfactory
	2. Borderline
	3. Satisfactory
	4. Good
	5. Outstanding
	BASIS FOR CURRENT RATING

List illustrative Incidents. Examples, Problems, Situations. etc.



	1. KNOWLEDGE OF JOB
Has thorough knowledge of job and related work. Familiar with Company policies and procedures.


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2. INITIATIVE
Develops and originates plans. Follows through. Takes responsibility to get things done. Not easily discouraged. Is self‑motivated.


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	3. PLANNING AND ORGANIZING

       Ability to plan ahead. Makes effective use of time 

       and Personnel.
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	4. PERSONNEL DEVELOPMENT

Recognizes and develops the abilities and aptitudes of others. Assists and encourages others to do a good job and advance themselves.


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	5. QUALITY OF RESULTS

Does a thorough complete job. Gives necessary attention to all aspects of job and its activities.


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	6. LEADERSHIP

Receives cooperation and loyalty from others. Has the ability to develop teamwork. Motivates others to their full effectiveness.


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	7. JUDGMENT

Gets all the facts. Analyzes and makes sound decisions. Meets problems and solves them. Can adapt and be flexible in changing situations.


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	8. DEPENDABILITY

Can be counted on to carry out his responsibilities on schedule. Can be relied upon in all situations.


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	9. PERSONAL SELF DEVELOPMENT

Since last interview he has improved himself. Has taken the steps which ‑he helped plan for development.


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


DEVELOPMENT
	If any current rating is less than "Good". What specific performance does he need to attain in order to merit "Good" rating?


	Outline steps and actions to be taken to make progress toward desired performance, or to attain a higher level of skill.



	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	








         


____________________





















Reviewed by


Date discussed with employee 


    
 










Date



Employee’s Signature

PERFORMANCE APPRAISAL FOR SUPERVISORS
Employee: 











Title:












Department: 











Supervisor:  











Review Period From: 

______
  to: _________________


Reviewer's Comments: 










Employee's Comments:  










Evaluate the employee on job‑related skills. Each skill is accompanied by four benchmark descriptions that define levels of proficiency from "low" on the left side of the scale to "high" on the right. Rate the employee by identifying which benchmark is most typical of the employee's performance. Indicate "Does Not Apply" only when a particular skill is not applicable to the employee's position.

Planning and Organizing: Setting objectives; establishing work plans; considering priorities in completing assignments; forecasting problems and changes.

	(   )

Doesn't plan; decisions made on spur of the moment.

	(   )

Plans sufficiently for daily routine but not enough to deal with crises.

	(   )

Plans in detail and understands the implications of the plan for other people.

	(   )

Has a clear picture of the foreseeable future and plans to meet that future.


Problem Analysis and Decision Making: Obtaining and evaluating pertinent information to determine source of and alternative solutions to problems; recognizing when a decision is necessary; willingness to make necessary decisions even if available information is incomplete.

	(   )

Doesn't strive to obtain or evaluate pertinent information, thus decisions are poor or delayed unnecessarily.

	(   )

Adequate routine decisions are made when required, using information that is readily available.

	(   )

Gathers additional information necessary for non-routine decisions; makes timely decisions.

	(   )

In addition to obtaining and evaluating pertinent information and making sound and timely decisions, is exceptional at considering the long‑term effects of decisions.



Written Communication: Writing concise, organized and clear communications that meet appropriate objectives.

	(   )

Difficult to discern the meaning of written communications because of errors, incomplete or disorganized presentation of ideas, and/or the inclusion of incorrect or irrelevant information.
	(   )

Understands points to be made and appropriate background information, but does not present them in appropriate or clear manner as seen through the eyes of the reader.
	(   )

Routine and day-to-day documents are clear, logical and complete; basic message is communicated.
	(   )

Writing is organized, succinct, complete, and meets stated objectives; prepares non-routine communications on complex subjects; can adapt writing style depending on objectives and intended readers of the communication.



Oral Communication: Conveying ideas persuasively, either speaking extemporaneously or in a prepared presentation.

	(   )
Unclear, may be rambling and lacking proper emphasis; does not listen and respond to the point
.


	(   )
Understands point to be made and relevant background information, but has difficulty explaining point of view in a convincing manner.


	(   )
Clear, to the point, and understood, generally defends points well when questioned; is convincing.
	(   )
Exceptionally clear and convincing oral communications; maintains logic and clarity of communications in pressure situations.


Working with others: Maintains positive working relationships with peers; assists others to accomplish work group objectives.
	(   )
Indifferent toward helping others be effective; is disruptive in team efforts; may be source of conflict with others in group but doesn't add to effectiveness and cohesion.

	(   )
Gets along well with supervisors and peers; strives to achieve work group objectives; goes along support to others.
	(   )
Respects and is respected by others; regularly provides assistance, reinforcement and work pressure; can be counted on to maintain a positive working relationship.
	(   )
Strong, positive force in work group morale; provides appropriate assistance and support to others, even in times of high demand.


Job Knowledge: Application of technical and procedural know‑how to get the job done.
	(   )
Knowledge is limited and insufficient to handle most tasks.  Unable to learn what is required.


	(   )
General knowledge is sufficient to handle most routine tasks; does not express willingness to learn
	(   )
Good general knowledge and expertise in most areas; can handle advanced and unusual tasks; expresses willingness to learn.


	(   )
Exceptional knowledge sufficient to handle any assignment, even the most complex.


Motivation to Achieve: Accepts responsibility; being results‑oriented; desire to excel on the job; working steadily and actively.

	           (   )

Refuses or stonewalls instructions; argues with directions only for purposes of delay.

	                   (   )

Takes action only when instructed; must be prodded to keep working.
	         (   )

Does assigned tasks; accepts responsibility for work and initiates independent action.
	              (   )

Self‑motivated; challenged by difficult assignments; can be counted on to exert whatever effort is required to produce high quality results within set deadlines.



Accepts Supervision: Maintains positive working relation ship with supervisor; willingly. Accepts instructions and assignments.

	(    )

Refuses to take direction; insists on doing things their own way.
	(    )

Accepts direct instruction but does not seek clarification or suggestions.

	(    )

Accepts direct instruction and wants to know how to do the job right.

	(    )

Easy to supervise; contributes to team success by actively working cooperatively with supervision.



Innovation/Creativity: Developing and implementing new solutions, new procedures, new concepts and designs and/or new applications of existing designs or procedures, demonstrating imagination and originality.

	(    )

Does not generate new ideas; has difficulty accepting new ideas developed by others.
	(    )

Assists in generating new ideas, concepts or designs, usually when coached or stimulated by others; can accept new ideas generated by others.
	(    )

Develops new ideas, concepts or designs on own initiative; stimulates others in the development of new ideas.

	(    )

Develops new ideas, concepts or designs on own initiative; stimulates others in the development of new ideas; also effectively determines and pursues the necessary details for implementation of new ideas.



Concern for Quality: Setting high standards for own personal performance; striving for quality work; putting forth extra effort to ensure quality work.

	(    )

Does not set personal standards nor accepts responsibility for quality of work.

	(    )

Makes certain that work meets minimum standards.
	(    )

Generally strives for high quality work in completing assignments; meets and sometimes exceeds customer's expectations.

	(    )

Always strives for high quality work in all aspects of the job; puts forth extra effort to ensure high quality work.


Attendance: Regular attendance; punctual.

	(    )

Has unacceptable attendance and/or punctuality.

	(    )

Frequently absent or tardy. 



	(    )

Is punctual and rarely absent.


Delegation and Control: As a supervisor, defines goals and procedures; assigns work appropriately; follows up to ensure work is completed.

	(    )

Fails to clearly assign tasks; does not communicate goals and procedures.
	(    )

Establishes general goals and procedures; communicates routine assignments and counts on others to follow‑up on progress.
	(    )

Establishes specific goals and procedures; assigns tasks clearly and follows progress.
	(    )

Establishes specific goals and procedures; ensures continual performance feedback to subordinates; makes the best use of subordinates' abilities.

	(    )

Does not apply.


Employee Involvement: As a supervisor, gets employees involved in the identification and solution of work‑related problems.

	(   )

Competes with employees for authority and recognition.

	(   )

Individually identifies work‑related problems; obtains information from subordinates before personally making the decision; does not delegate control.
	(   )

Either involves subordinates individually, or as members of a group, in the identification and solution of work related problems before making a decision.

	(   )

Gathers information and feedback prior to routine decisions; occasionally assigning the task and the decision to subordinates.
	(   )

Does not apply.



SIGNATURE SECTION

Division Manager





_____Date 





Reviewer/Supervisor   




Date 





Employee   






Date 




JOURNEYMAN PERFORMANCE EVALUATION

EMPLOYEE:




CLASSIFICATION:






SUPERVISOR:




PRESENT HOURLY RATE:

TYPE OF WORK:



DATE OF THIS EVALUATION:

Performance measures: The employee’s performance on this job should be measured by the criteria listed below, as well as by any additional items you believe to be appropriate and which should be added to the list by you.  NOTE: “AVERAGE RATING” = 10 POINTS










EVALUATION NO.










1 – 15

 1. Personal Appearance (Does customer and company approve?)

__________________

 2. Neatness of Work (Does the work meet company standards?)

__________________

 3. Amount of Work (Compare to estimated units)



__________________

 4. Organization of Work (Lost time or lost motions)

               
__________________

 5. Quality of Skills (Mechanical ability)




__________________

 6. Accuracy of Work (Does it correctly the first time)

               __________________

 7. Technical Capability (Knowledge)




__________________

 8. Assumes Responsibility in Completing Assignments








(How much supervision is required?)



__________________

 9. Self-motivation (Wait to be told what to do?)



__________________

10. Attendance and Punctuality (Start and quit at work station)


__________________

11. Attitude (Understanding of industry problems, both labor and management)












__________________

12. Other
Training Course = 5 points




__________________

Safety (Lack of) = -10 points



__________________

Leadership Ability = 1-15 points



__________________

____________________________



__________________

____________________________



__________________








TOTAL

__________________

Evaluate the employee’s performance on his/her job over the last ______ months in terms of the performance measures listed above.  Opposite each of the criteria, insert the evaluation number you feel most clearly describes his/her performance.


Evaluation = _________ points (each point = .10 per hr.)

60% 
 
 *  70 = $19.00





     80 = $20.00

Pay: $                        per hour



70% 

 *  85 = $20.50





     90 = $21.00

Effective ________________



80% 

* 100 = $22.00







   110 = $23.00







   120 = $24.00



min. 

* 130 = $25.00

   140 = $26.00





   150 = $27.00

______________________________







Employee Signature






(COMMENTS ON BACK)
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10.












11.












12.












13.












14.













Apprentice

Evaluation Form

APPRENTICE





PERIOD


WORKING FOR





DATE

PURPOSES OF THIS EVALUATION:

To take a personal inventory, to pin-point weaknesses and strengths and to outline and agree upon a practical improvement program.  Periodically conducted, these Evaluations will provide a history of development and progress.

INSTRUCTIONS:

Listed below are a number of traits, abilities and characteristics that are important for success in business.  Place an “X” mark on each rating scale, over the descriptive phrase which most nearly describes the period being rated.  (If this form is being used for self-evaluation, you will be describing yourself.)  Carefully evaluate each of the qualities separately.

Two common mistakes in rating are (1) A tendency to rate nearly everyone as “average” on every trait instead of being more critical in judgment.  The rater should use the ends of the scale as well as the middle, and (2) The “Halo Effect,” i.e., a tendency to rate the same individual “excellent” on every trait or “poor” on every trait based on the overall picture one has of the person being rated.  However, each person has strong points and weak points and these should be indicated on the rating scale.

ACCURACY is the correctness of work duties performed.

Makes frequent
Careless; makes
Usually Accurate;
Requires little

Requires absolute

errors.

recurrent errors.
makes only average
supervision; is exact and
minimum of supervision;





number of mistakes.
precise most of  the time.
is almost always accurate.





ALERTNESS is the ability to grasp instructions, to meet changing conditions and to solve novel or problem situations.

Slow to 

Requires more than
Grasps instructions
Usually quick to

Exceptionally keen and

“catch on.”

average instructions
with average ability.
understand and learn.

alert.



and explanations


CREATIVITY is talent for having new ideas, for finding better ways of doing things and for being imaginative.

Rarely has a new
Occasionally comes
Has average 
Frequently suggests new
Continually seeks new

idea; is

up with a new idea.
imagination; has
ways of doing things;

and better ways of doing

unimaginative.


reasonable number
is very imaginative.

things; is extremely





of new ideas.



imaginative.

DEPENDABILITY is the ability to do required jobs well with a minimum of supervision.

Requires close
Sometimes

Usually takes care
Requires little

Requires absolute

supervision; is
requires prompting.
of necessary tasks
supervision;

minimum of

unreliable.



and completes with
is reliable.


supervision.





reasonable promptness.

DRIVE is the desire to attain goals, to achieve.  

Has poorly defined
Sets goals too
Has average goals
Strives hard;

Sets high goals and

goals and acts
low; puts forth
and usually puts
has high desire

strives incessantly

without purpose;
little effort 
forth effort to
to achieve.


to reach these.

puts forth practically
to achieve.

reach these.


no effort.

JOB KNOWLEDGE is the information concerning work duties which an individual should know for a satisfactory job performance.

Poorly informed
Lacks knowledge
Moderately
Understands

Has complete

about work duties.
of some phases
informed; can
all phases of work.

mastery of all phases



of work.

answer most



of job.





common questions.

QUANTITY OF WORK is the amount of work an individual does in a work day.

Does not meet
Does just

Volume of work
Very industrious;

Superior  work

minimum

enough to

is satisfactory.
does more than

production

requirements.
get by.



is required.


record.

STABILITY is the ability to withstand pressure and to remain calm in crisis situations.

Goes “to pieces”
Occasionally
Has average
Tolerates most

Thrives under

under pressure;
“blows up” under
tolerance for
pressure; likes crises

pressure; really enjoys

is “jumpy” and
pressure; is
crises; usually
more than the

solving crises.

nervous.

easily irritated.
remains calm.
average person.

OVERALL EVALUATION in comparison with other employees with the same length of service on this job:

Definitely

Substandard but
Doing on

Definitely


Outstanding.

unsatisfactory.
making progress.
average job.
above average.


COURTESY is the polite attention an individual gives other people.

Blunt;

Sometimes

Agreeable

Always very polite

Inspiring to others

discourteous;
tactless.

and pleasant.
and willing to help.

in being courteous

antagonistic.







and very pleasant.

PERSONALITY is an individual’s behavior characteristics or his personal suitability for the job.

Personality

Personality

Personality

Very desirable

Outstanding

unsatisfactory
questionable
satisfactory
personality


personality

for this job.
for this job.
for this job.
for this job.

for this job.

PERSONAL APPEARANCE is the personal impression an individual makes on others.  (Consider cleanliness, grooming, neatness and appropriateness of dress on the job.)

Very untidy;
Sometimes untidy
Generally neat
Careful about
Unusually well

poor taste in
and careless about
and clean;

personal

groomed; very neat;

dress.

personal

satisfactory
appearance;
excellent taste



appearance.
personal

good taste

in dress.





appearance.
in dress.

PHYSICAL FITNESS is the ability to work consistently and with only moderate fatigue.  (Consider alertness and energy.)

Tires easily;
Frequently tires
Meets physical
Energetic;

Excellent health;

is weak and frail.
and is slow.
and energy job
seldom tires.
no fatigue.





requirements.

ATTENDANCE is faithfulness in coming to work daily and conforming to work hours.

Often absent
Lax in attendance
Usually present
Very prompt;
Always regular

without good
and/or reporting
and on time.
regular in

and prompt; 

excuse and/or
for work on time.


attendance.
volunteers for 

frequently reports






overtime when needed.

for work late.

HOUSEKEEPING is the orderliness and cleanliness in which an individual keeps his work area.

Disorderly or
Some tendency
Ordinarily keeps
Quite conscientious
Unusually neat,

untidy.

to be careless
work area

about neatness
clean and



and untidy.

fairly neat.

and cleanliness.
orderly.

COMMENTS

 Major weak points are:


Major strong points are:




1. 1.


2. 2.

3. 3.

And these can be strengthened by doing 
        And these can be used more 
the following:    



        effectively by doing the following:

Rated by:






Date:






(name and title)

THIS REPORT IS YOUR RESPONSIBILITY

Evaluate this Apprentice fairly and honestly.

Discuss each weak point with this Apprentice.
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