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Staff Appraisal Form


Employee Name: ___________________________    Position: ___________________________     Department: ___________________________
APPRAISAL: (      ANNUAL: (       OTHER: (
* Use these sections for Supervisory Roles only

	Select performance rating and criteria for each key competency area. If you choose outstanding or unsatisfactory, please provide explanatory comments in the space provided. No comments are needed for other ratings unless deemed necessary. Please grade as below:





Grading:


Comments:




1 – Unsatisfactory 

Possible disciplinary action or training required





2 – Needs Improvement
Some areas may require additional training and focus





3 – Competent     

Fully meets goals and expectations





4 – Strong


Exceeds Expectations





5 – Outstanding 

Constantly exceeds expectations


	Company Mission Focus / Problem Solving and Decision Making: Makes effective operational decisions that are aligned with company goals and mission. Makes ethical and appropriate business decisions, considering short and long-term objectives.
	Communication: Communicates effectively, both orally and in writing; ensures correct information is distributed to the appropriate people; gives effective stand-up presentations where appropriate; tailors communications to the target audience; listens effectively!

	Rating:          Comment:  
	Rating:          Comment:  

	Comments here


	Comments here



	Job Knowledge: Possesses a strong understanding of purpose and scope of position having thorough technical knowledge; keeps up to date with new practices and developments in their discipline.
	Initiative: Finds new and better ways of doing things; drives continuous process improvements; challenges traditional assumptions about how things should be done; begins tasks independently, requiring minimal direction; demonstrates a willingness to accept responsibility.

	Rating:        Comment:
	Rating:          Comment:  

	Comments here


	Comments here



	Time Management / Planning and Organisation: Manages time and resources effectively to maximise both personal and team effort output; establishes appropriate priorities; ensures goals and objectives are accomplished in a timely and high quality manner.
	Teamwork: Works collaboratively with all employees, both management and floor staff, forming partnerships to achieve common goals or objectives without personal agendas or self-interest; promotes team orientation and co-operation in others.

	Rating:          Comment:  
	Rating:          Comment:  

	Comments here


	Comments here



	Inter/External Customer Service: Sensitive to the needs and expectations of internal and external customers. Effectively handles and responds to problems or complaints.
	Objectivity & Composure: Assesses situations effectively without interjecting personal beliefs; maintains objectivity and emotional composure under pressure.

	Rating:          Comment:  
	Rating:          Comment:  

	Comments here


	Comments here



	*Staff Management/Leadership: Demonstrates the ability to effectively stimulate individual and group employee actions for accomplishment of set objectives; provides employees with goals; coaches employee performance; delegates assignments and authority appropriately; supports Company policies.
	*Budget Management: Demonstrates the ability to pursue and exceed revenue goals and/or the ability to accurately control expense levels, capital budgets and expenditures; able to interpret department and company trends in financial performance and make proactive business decisions to impact the bottom line.

	Rating:          Comment:  
	Rating:          Comment:  

	Comments here


	Comments here

	Key Objectives and development plans: Referring to the prior year’s/contract performance appraisal, rate the extent to which mutually agreed goals and objectives were achieved.
	Safety and Security Performance: Has an adequate understanding of the Company’s Safety Management System, the safety and security procedures, rules, regulations, codes and guidelines. Applies this understanding within work group and to job-specific responsibilities.

	Rating:          Comment:  
	Rating:          Comment:  

	Comments here
	Comments here



	Employee Comments:



	___________________________

_____________________________
________

(Employee Printed Name)

      
(Employee Signature)


(DATE)

___________________________

_____________________________
________

(Department Head Printed Name)

(Department Head Signature)

(DATE)

___________________________

_____________________________
________

(Supervisor/Manager Printed Name)
(Supervisor/Manager Signature)

(DATE)
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