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Employee & Labor Relations

232 Waterman Building

(802) 656-4467

Performance Appraisal Form

	Employee #:

	

	Name:

	

	Job Title:

	

	College:

	

	Div/Dept: 
	

	Length of Employee Service:  
	  

	Appraisal Period: From:     
To:
	To:     

	
	

	


PART I:  GOALS 

Assessment Period Goals 

#1:
#2:  
Future Goals for the Individual 

#1:
#2:  
PART II:  PERFORMANCE CATEGORIES 

WORK QUALITY 

Standard: Provides accurate, thorough, professional work regularly. 

Rating:   ___Poor  ___Fair  ___Satisfactory  ___Good  ___Excellent  ___No basis to evaluate
Comments:
JOB KNOWLEDGE 

Standard: Well-informed and educated in performing to the level expected for the job.   Acquires new knowledge as needed for position.  

Rating:    ___Poor  ___Fair  ___Satisfactory  ___Good  ___Excellent  ___No basis to evaluate

Comments:

ORGANIZATION & PLANNING 

Standard: Organizes, plans, and forecasts work skillfully to meet job needs. 

Rating:    ___Poor  ___Fair  ___Satisfactory  ___Good  ___Excellent  ___No basis to evaluate

Comments:

ANALYSIS & JUDGMENT 

Standard: Analyzes problems skillfully; uses logic and good judgment to reach solutions. 

Rating:   ___Poor  ___Fair  ___Satisfactory  ___Good  ___Excellent  ___No basis to evaluate

Comments:

DEPENDABILITY & CONSISTENCY 

Standard: Personally responsible, steadfast and can be called upon for difficult and pressured challenges. 

Rating:   ___Poor  ___Fair  ___Satisfactory  ___Good  ___Excellent  ___No basis to evaluate

Comments:

COMMUNICATION & LISTENING SKILLS 

Standard: Communicates knowledge clearly, accurately and thoroughly. 

Rating:   ___Poor  ___Fair  ___Satisfactory  ___Good  ___Excellent  ___No basis to evaluate

Comments:

INTERPERSONAL SKILLS & TEAMWORK 

Standard: Works well with others; gets things done with people, and keeps information lines open at all levels. 

Rating:   ___Poor  ___Fair  ___Satisfactory  ___Good  ___Excellent  ___No basis to evaluate

Comments:

AFFIRMATIVE ACTION & DIVERSITY SUPPORT 

Standard: Demonstrates a responsible commitment to affirmative action and diversity. 

Rating:   ___Poor  ___Fair  ___Satisfactory  ___Good  ___Excellent  ___No basis to evaluate

Comments:

ATTENDANCE & PUNCTUALITY 

Standard: Regularly present and punctual. 

Rating:   ___Poor  ___Fair  ___Satisfactory  ___Good  ___Excellent  ___No basis to evaluate

Comments:

PART III:  OVERALL COMMENTS 

Supervisor’s Comments:

Supervisor's Name:  ___________________________ 

Supervisor's Signature: _________________________   Date: ___________
Reviewer's Comments: 

Reviewer's Name:  ____________________________
Reviewer's Signature: __________________________   Date:  ___________
Employee's Comments: 

Employee's Name: ____________________________
Employee's Signature*: _________________________   Date:  ___________ 
*Acknowledges only receipt of copy of performance appraisal and opportunity to respond. Does not mean agreement or disagreement.
