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 Performance Appraisal Form

Employee (Appraisee) Name: 

Department:



Designation:
Qualification:



D.O.B.:

   D.O.J.:
PART – A: 
SELF ASSESMENT

	1.
	Tasks / Assignments Given & Undertaken

(If needed you may attach extra sheet for this)

	a.

b.

c.

d.

e.

.

.

.


	

	2.
	Identify if any of your innovative idea implemented during course of last 12 months



	
	

	3.
	Cost cutting measures adopted  & amount saved by you

	
	


PART – B :
Annual Employee Feedback

1. Training attended during last one year & clearly specify the benefits:

2. What type of changes do you want in your present job profile and what benefits you drive with those changes for your career growth?

3. Suggestions to make (co. name) a better place of work. (Best 3 will be rewarded as under:

  1st Prize: 3100/-, 2nd Prize: .2100/-, 3rd Prize: 1100/-
4. What are your plans or targets for coming year? 
	Action/Activity
	By when
	HOD Remarks

	
	
	


5. What type of training you need to achieve this target?

	Desired result/ required area
	Action recommended/ training area
	By whom 
	By when

	
	
	
	


Employee Appraisal Form
Part : A -     TARGET EVALUATION
	S. No
	KPA (Key Performance Areas)
This is an example. You will mention your key performance areas in the following columns. 
	Ratingby HOD (1-5)
	Rating by Unit Head(1-5)

	1
	HR Functions


	
	

	a.
	Recruitment


	
	

	b.
	PMS
	
	

	c.
	Welfare Measures
	
	

	d.
	TnD
	
	

	2.
	Personnel
	
	

	a.
	Attendance & Salary Admin.
	
	

	b.
	Legal Compliances
	
	

	3.
	Administration
	
	

	a.
	Estate Management
	
	

	b.
	House Keeping & Security
	
	

	c.
	Insurance
	
	

	d.
	Admin Services 
	
	

	e.
	Purchase of consumables
	
	

	f.
	Liaisoning  & Networking
	
	

	g.
	
	
	

	Total Score


	
	


Overall rating (%)  =  
Part : B           TRAIT EVALUATION FORM (Below than Managers)

	S.No.
	Description of traits
	Rating by HOD(1-5)
	Rating by Unit Head(1-5)
	

	1.
	Occupational & Technical knowledge 

i) Has knowledge or skill to carry out job.

 ii) Shows confidence in own ability & knowledge.

 iii)Keeps self informed of changes within the Industry.  This would include knowledge and grasp of policies, systems & procedures, techniques, fundamentals in area of work. 

iv) Judgment to accomplish a result or to perform the job effectively.
	
	
	

	2.
	Quality of work & result oriented

i) Pays attention to details

ii) Seeks task through 

iii) Keeps objectives/goals in clear focus at all time. 

iv) Consistently does work of high quality. 

V) Strives with drive and determination to achieve goals within specified time frame.
	
	
	

	3.
	Initiative/problem solving

i) Demonstrates ability to solve problems positively

 ii) Has ability to handle & resolve conflict 

iii) shows ability to make timely decisions 

iv) Plans ahead for upcoming problems and opportunities and takes appropriate action. 

v) Undertakes more than what is required or expected in the job, without wanting to be told. Seeks out and accepts additional responsibilities in the context of the job.
	
	
	

	4.
	Communication skills

i)Informs-Pass & know about changes, decision and relevant information both up and down the organization 

ii) oral- Speaks effectively one to one and in group 

iii) Listening- Pays attention to and acts upon the comments and suggestions of others

iv) Written- writes legibility, effectively and appropriately 


	
	
	

	5.
	Interpersonal skills

i) Shows awareness, understanding and sensitivity to the feelings & opinion of others ii)Develop and maintain good working relationships with others in the company

iii)Relates effectively to others and works amicably in close co-operation with them for achievement of common goals.
	
	
	

	6.
	Cost Consciousness

Undertakes all initiative to reduce cost and overheads and create awareness for the same across organization
	
	
	

	7.
	Focus towards T n D and management objective
	
	
	


Overall rating (%) = _________

Part-B

Traits Evaluation (For Managers & above)
	Sr. No.
	Attributes & Description
	Rating by HOD (1-5)


	Rating by Unit head (1-5)

	1
	Result orientation

Sets challenging and realistic work goals for self and others. Keeps objectives/goals in clear focus at all times. Positively approach & overcome hurdles and problems. Strives with drive and determination to achieve goals within specified time frame.
	
	

	2
	Customer orientation

Actively seeks inputs from customer (internal/external) on their expectation/requirements. Continuously strives to improve the quality of services & products delivered to customers. Ensures that customer needs are consistently met/exceeded
	
	

	3
	Quality/cost consciousness 
Strives to achieve continuous improvement & excellence in all activities undertaken. Ensure high quality of output/performance with minimal work. Undertakes all initiatives to reduce cost and overheads and create awareness for the same.
	
	

	4
	Decision making

Choose the best workable solution from multiple alternatives, after considering their impact and implication. Actively seeks out and considers relevant information before taking decision.
	
	

	5
	Leadership 

Guides motivate & influence others to achieve required goals and objectives. Deals effectively with pressure, maintain focus and team morale even under adverse conditions. Is able to provide direction to others in condition of ambiguity and uncertainty.
	
	

	6
	People development

Attaches importance to the development of employees, identifies their development needs and supports them in enhancing their capabilities, performance & potential through performance counseling, on-the-job guidance, training, mentoring, etc.
	
	

	7
	Networking

Establishes, maintains and utilizes a broad network of contacts (within and outside the organization) for expert knowledge/information/ Co-operation. Interacts proactively with these contacts to secure their support for achieving desired goals/objectives.
	
	

	8.
	Adaptability & Directing

i) Copes with stress & pressure 

ii) Assigns and co-ordinates activities 

iii) Carries out training 

iv) Organize and monitors training if appropriate 

v) Shows flexibility by adapting to different situations that occur in Company
	
	


Part – C:

(A)   Overall evaluation 
	Overall Evaluation          
	By HOD
	By U.H

	Rating on target evolution 
	
	

	Rating on trait evaluation 
	
	

	Overall rating
	
	


(B)   Comments of 1st Assessor(HOD) :
Please indicate details of guidance given for improvement during the Reporting Period.
Signature 
( C )   Comments of 2nd Assessors 
Please indicate if the report by 1st Assessor is liberal/justified/strict 

Signature
(D)    Recommended Increment/promotion 
Rating Percentage   
Increment ( Percentage of CTC)
40% to 49%

10% - 11%
50% to 60%

12% - 15%
61% to 70%               
16% - 19%
71%  to 80%

20% - 24%
81 % and above 
             25% and above
