6.7.2
Employee performance appraisal form

	Employee's name: MACROBUTTON NoMacro ( [insert employee's name]
	Date: MACROBUTTON NoMacro ( [insert date]

	Years of employment: MACROBUTTON NoMacro ( [insert years of employment]
	Position: MACROBUTTON NoMacro ( [insert position]

	Description of key areas of responsibility 

	1. 
MACROBUTTON NoMacro ( [insert details]

	2. 
MACROBUTTON NoMacro ( [insert details]

	3. 
MACROBUTTON NoMacro ( [insert details]

	4. 
MACROBUTTON NoMacro ( [insert details]

	5. 
MACROBUTTON NoMacro ( [insert details]

	On a scale of 1 to 5 with 5 being exceptional performance and 1 being poor or below average performance, evaluate the employee's performance of his or her key functions. 

	Section 1: Key area of responsibility
	Self-appraisal rating
	Supervisor/ Manager rating

	1. 
MACROBUTTON NoMacro ( [insert key area of responsibility]
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]

	2. 
MACROBUTTON NoMacro ( [insert key area of responsibility]
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]

	3. 
MACROBUTTON NoMacro ( [insert key area of responsibility]
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]

	4. 
MACROBUTTON NoMacro ( [insert key area of responsibility]
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]

	5. 
MACROBUTTON NoMacro ( [insert key area of responsibility]
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]

	Total score
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]

	Section 2: Personal development and leadership skills
	Self-appraisal rating
	Supervisor/ Manager rating

	Attitude towards customers, other employees and the business in general
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]

	Dependability/credibility
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]

	Assumption of responsibility
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]

	Professional demeanour and appearance
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]

	Acceptance of suggestions and input for improvement
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]

	Total score
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]


	Absent:
Never  FORMCHECKBOX 

Rarely  FORMCHECKBOX 

Sometimes  FORMCHECKBOX 

Frequently  FORMCHECKBOX 

Tardy:
Never  FORMCHECKBOX 

Rarely  FORMCHECKBOX 

Sometimes  FORMCHECKBOX 

Frequently  FORMCHECKBOX 



	Overall appraisal rating (total score for section 1 and 2)
	MACROBUTTON NoMacro ( [insert rating]
	MACROBUTTON NoMacro ( [insert rating]


	Section 3: Comments

	1. 
Describe any significant areas needing improvement.

	
Employee's comments: MACROBUTTON NoMacro ( [insert comments]

	
Supervisor/Manager's comments: MACROBUTTON NoMacro ( [insert comments]

	2.
In what ways do you believe that your employer could help to improve your performance?

	
Employee's comments: MACROBUTTON NoMacro ( [insert comments]

	
Supervisor/Manager’s comments: MACROBUTTON NoMacro ( [insert comments]


	3. 
Do you believe that you are ready for increased responsibility? If so, why and in which areas?

	
Employee's comments: MACROBUTTON NoMacro ( [insert comments]

	
Supervisor/Manager's comments: MACROBUTTON NoMacro ( [insert comments]


	___________________________________ 
__________________ 

Employee signature
Date

(On completion of the self-appraisal section)

	__________________________________ 
__________________

Employer signature
Date

(On completion of the Supervisor/Manager appraisal section)

	___________________________________ 
__________________

Employee Signature
Date

(On completion of the performance evaluation)


	Please comment on the following:

	1. 
How well did your supervisor/manager conduct the performance review?

	
MACROBUTTON NoMacro ( [insert details]

	2. 
In your opinion, what could be done to improve the way the performance review was conducted?

	
MACROBUTTON NoMacro ( [insert details]

	3. 
How did you feel at the end of the performance review?

	
MACROBUTTON NoMacro ( [insert details]

	4.
How are you feeling regarding your job and the challenges set for you at the performance review? 

	
MACROBUTTON NoMacro ( [insert details]

	5. 
Do you think the tasks and challenges set for you were fair and achievable?

	
MACROBUTTON NoMacro ( [insert details]

	6. 
Is your supervisor/manager helping you to develop your skills so that you can achieve your goals and challenges?

	
MACROBUTTON NoMacro ( [insert details]








1

