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Phase 3 Performance Appraisal Form
Note: This form has been developed to be adapted. The suggested content can be removed or replaced.

	Identification of employee

	Name of employee: 
	Date: 

	Title of employee:

	Name of manager:


	Legend (check off the appropriate column)
++  = Very satisfactory

+    = Satisfactory

+/-  = Improvement needed

-     = Unsatisfactory 

N/A = Does not apply


	KNOWLEDGE
The employee knows the principal characteristics of the business and possesses the qualifications required for his or her position.
	Rating Scale
	 

	
	++
	+
	+/-
	-
	n/a
	Comments and observations

	Comprehension 
Ability to learn and understand basic concepts
	
	
	
	
	
	

	Knowledge

Possesses all the necessary knowledge
	
	
	
	
	
	

	Organization
Is capable of prioritizing tasks so that work can be completed without delay 
	 
	 
	 
	 
	 
	 

	Versatility

Is interested in improving and broadening his or her scope of activity
	 
	 
	 
	 
	 
	 


	PERSONAL QUALITIES 
The employee demonstrates the ability and the behaviour that allows him or her to form relationships with others and do his or her work well.
	Rating Scale
	Comments and observations

	
	++
	+
	+/-
	-
	n/a
	

	Compatibility
The employee is compatible with the position and shows that he or she can take responsibility
	 
	 
	 
	 
	 
	 

	Integration

Ability to get along well with co-workers and management
	 
	 
	 
	 
	 
	 

	 Relationship with customers
Demonstrates an understanding of the importance of customers by his or her positive behaviour
	
	
	
	
	
	


	KNOW-HOW 
The employee possesses the technical competence and skills necessary to use the tools and methods for performing his or her work.
	Rating Scale
	Comments and observations

	
	++
	+
	+/-
	-
	n/a
	

	Quality of work
Accuracy, attention to detail, consistency and completion of assigned work
	 
	 
	 
	 
	 
	 

	Method

Ability to follow instructions as provided
	 
	 
	 
	 
	 
	 

	Organization
Able to prioritize tasks in a way that completes the work in the shortest period of time
	
	
	
	
	
	


	Employee strengths 
	Areas to improve

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 

	Achievement of objectives set during “Phase 1” or “Phase 2”

	

	Additional support to provide

	

	Objectives for the next period (Repeat this section according to the number of objectives set)

	SMART method:

Specific: Objective describes exactly the improvements to be made 

Measurable: It should be possible to objectively measure achievement of the objective 

Attainable: Achieving the objective implies making an effort

Realistic: Objective must be achievable with the means available

Time-based: Objective must be linked to an achievable time frame

Objective # 
S: What must change?
M: How are we going to measure achievement of the objective?
A: In what way does the objective demand effort from the employee? Ways proposed by the employee to achieve the objective?
R: What kind of support will the business give to the employee?
T: What is the time frame for achieving…




	Additional notes:




Signature of employee
Signature of immediate supervisor

This form once completed and signed will be kept in the employee’s file.
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