Performance Appraisal (Exempt Employee)

	Employee Name:
	Appraisal Date:
	Period Covered:


to

	Position:
	Rate Range:
	Current Rate:

	Department:
	Job Class:

	Appraise employee for performance during this review period only. 

Consider each factor based on consistent, objective standards.

	For Each Factor,

Check One Rating Only
	Unsatisfactory
Failure to meet job requirements.  Must show immediate improvement or may be subject to discipline up to and including termination.
	Satisfactory
Fully and consistently meets job requirements.
	Excellent
Frequently exceeds position requirements.
	Outstanding
Consistently surpasses position requirements.

	Interpersonal Skills
	(
	(
	(
	(

	Interacts with others in an effective and appropriate manner; develops relationships (inside and outside the Company) that enhance understanding, communication
	Comments:  




	Teamwork/

Cooperation
	(
	(
	(
	(

	Works well with team members to accomplish the goals of the department.  Works well with management to achieve Company goals.  Flexible in accepting new or additional assignments.
	Comments:  




	Dependability
	(
	(
	(
	(

	Follows through on job responsibilities with thoroughness and accuracy.  Reliable and consistent.
	Comments:  




	Time Management
	(
	(
	(
	(

	Plans and manages own work to accomplish critical tasks on time.  Adapts to changing conditions and situation.
	Comments:  




	Problem Solving/

Decision Making
	(
	(
	(
	(

	Determines and obtains the information needed to solve a problem; draws appropriate conclusions.  Weighs alternatives and selects the best solution; make decisions on a timely basis.
	Comments:  




	For Each Factor,

Check One Rating Only
	Unsatisfactory
Failure to meet job requirements.  Must show immediate improvement or may be subject to discipline up to and including termination.
	Satisfactory
Fully and consistently meets job requirements.
	Excellent
Frequently exceeds position requirements.
	Outstanding
Consistently surpasses position requirements.

	Supervision
	(
	(
	(
	(

	Ensures that subordinate positions are filled with qualified personnel.  Monitors subordinate performance and resolves problems.  Works toward increasing subordinates' skills and competencies.
	Comments: _________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

	Management
	(
	(
	(
	(

	Supports and enforces Company policies and objectives; sets example through personal conduct and performance.
	Comments: _________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

	Expense Management
	(
	(
	(
	(

	Works to establish appropriate reporting and control mechanisms; operates efficiently at lowest cost; stays within established targets.
	Comments: _________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

	Goal Setting
	(
	(
	(
	(

	Sets objectives consistent with Company and department goals and follows action plans to achieve them.
	Comments:  _________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

	
	(
	(
	(
	(

	Overall Evaluation
	Comments: _________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

	Career Development Plans
	Comments: _________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

	Employee Comments
	Comments: _________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

	Signatures
	Employee Acknowledgment

	Supervisor:




Date:
	I have read this appraisal and discussed its contents 

	Second Level Review:



Date:
	with my Supervisor.  My signature indicates I am aware of the contents; not that I agree or disagree.

	Human Resources:



Date:
	Employee:


Date:


This form provided to members of EverythingHR

