PERFORMANCE APPRISAL FORM


Employee Details:

Employee Name

Review Period


Employee Code

Date of  Joining


Designation

Review Date


Department

Reviewer Name


Key Result Area and their assessment for the assessment period:

Please rate on the following dimensions on a scale of 1 – 5 ( 5 being the highest : 1:Inconsistent 2: Satisfactory 3:Consistent  4:Strong  5: Outstanding). If the rating is 1 or 5 the manager should substantiate the rating in detail in his comments.

5.Outstanding,Passionate performer: Performance was always successful, consistent and respectable and at times clearly superior and exceeding standards. In comparison, one of the very best employee's in the company.

4. Strong , enthusiastic performer: Results often exceed expectations and goals; employee often does more than is asked or needed, interactions with co-workers consistently improve performance and productivity of department and organization.

3.Consistent, dependable performer:  Performance was successful, consistent, and respectable in every regard with few exceptions. The exceptions and the requirement of the position were clearly met. Employee is performing with minimal variations above and below.

2.Satisfactory, developing performer:  Result do not consistently meet all key expectations and goals; some aspects of work performance and productivity must be improved in order for employee to consistently perform to levels expected or needed; inconsistent impact on performance and productivity of co-workers and department.

1. Inconsistent Performer: performance was overall unsuccessful and unacceptable with regard to expectations and the requirement of the position. This employee's performance represents an individual who lacks either ability or will and is clearly not able to satisfy the requirement of the position. A formal improvement plan must be developed to maintain employment.

Key Performance Indicators:

S.No
KPI
Targeted
Achieved
Rating
Manager Comments

1
KPI:1







2
KPI:2







3
KPI:3







4
KPI:4







5
KPI: 5

1. Compliance to ISO /CMMI Procedures
100%




Professional: 

S.No
Dimensions
Rating
Manager Comments

1
Functional Knowledge 



2
Customer Focus ( Both external and Internal)



3
Judgment



4
Adherence to schedules



5
Productivity ( Work completion is consistently high)



6
Dependability/ Reliability



7
Work Planning



8




9




Leadership:(applicable to only Team leads and supervisory carders only)

S.No
Dimensions
Rating
Manager Comments

1
Subordinate / Peer development



2
New Initiatives / Process improvement suggestions



3
Problem solving



4
Result Orientation (e.g quality of delivery)



Personal: 

S.No
Dimensions
Rating
Manager Comments

1
Flexibility / Adaptability



2
Communication (eg: Written and verbal communication, presentation skills, facilitation skills)



3
Professional Demeanor and Appearance



4
Time management / Punctuality



5
Interpersonal Relationships



Summarization of the appraisal:

Describe the associates Key Strength areas




Describe the associates Key Improvement areas




Recommended Training in 




Recommended Appraisal
       25 – 35%              35 – 45%                  45 – 55%            55  – 65%  

Above that specify ___________

New Title (If applicable)

Specify the Designation


Name of the Manager: _____________________________ Designation:________________________                               

 Signature: _____________________________________ Date: ______________________________  

H.R Comments, if any


Final Appraisal 


New Title (if applicable)


H.R Manager Name


Signature with date


Employee's Comments on the overall appraisal:
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