Performance Management Appraisal Form

	PERSONAL INFORMATION


	Name:  
	Employee ID Number: 

	Department/Location:  
	Department Name: 

	Business Unit:  
	Position Title:  

	Date of position entry:  
	Date of last review
	Review period


	THE PERFORMANCE APPRAISAL PROCESS


The performance appraisal process is an important tool for managers and employees to assess and to document performance.  Completing the appraisal form (Step 5) is critical to the performance appraisal process specifically and to the overall performance management process.

	1. Review

responsibilities/

objectives
	
	2. Obtain

feedback from

others
	
	3. Complete

Self assessment
	
	4. Meet to discuss

performance/

determine

development  plan
	
	5. Complete

appraisal form
	
	6. Submit

recommendation

for approval


	
	7. Meet to discuss outcomes


	
	Manager
	
	Employee
	
	Both


	A FEW NOTES ABOUT THIS FORM


Several sections of this five-part appraisal form require ratings of the employee's performance.  Please review the performance ratings and their rationales listed below.

	Rating
	Used  When

	Significantly Exceeded
	Employee regularly exceeded expectations for the position demonstrating extraordinary performance in major aspects of the position and going beyond the scope of the position, including achievement of objectives and/or responsibilities and mastery of competencies.

	Consistently Exceeded
	Employee exceeded expectations for the position on a consistent basis throughout the year, going beyond the job requirements in achievement of objectives and/or responsibilities and use of competencies.

	Fully Met
	Employee solidly met all expectations for the position; overall achievement of objectives and/or responsibilities and use of competencies fully satisfied the job requirements

	Some Improvement Required
	Employee did not meet expectations for selected aspects of the position and requires some improvement.  This rating requires a development plan and a 60-day review.

	Failed to Meet
	Employee did not meet the minimum expectations or requirements for the position.  Improved performance is required for continuation in the position


	SECTION 1 - RESPONSIBILITIES/OBJECTIVES


List the employee's job responsibilities and objectives and check the appropriate performance rating.  Use the rating that most accurately describes the employee's level of performance throughout the designated time period.  Enter supporting comments in the space provided.  Attach any additional information (such as documentation about change in responsibilities and objectives).

	Responsibilities/ Objectives
	Rating
	Supporting Comments

	
	SE
	CE
	FM
	SIR
	FTM
	

	1. 


	
	
	
	
	
	

	2. 


	
	
	
	
	
	

	3..

	
	
	
	
	
	

	4. 


	
	
	
	
	
	

	5. 


	
	
	
	
	
	

	6 


	
	
	
	
	
	

	7 


	
	
	
	
	
	

	8. 

	
	
	
	
	
	


	SECTION 2 - CRITICAL COMPETENCIES


Please review how effectively the employee used the following critical competencies to meet objectives and responsibilities.  Each of these competencies is critical to HCI’s success.  Check the appropriate rating for each skill, provide supporting comments in the space provided, and attach any additional information.

	Mandatory Competencies

	Rating
	Supporting Comments

	
	SE
	CE
	FM
	SIR
	FTM
	

	Customer Focus
(recognizes, anticipates, and satisfies internal or external customers' needs; puts customers' needs first)


	
	
	
	
	
	

	Functional/Technical Skills
(understands, applies, and continually enhances technical, professional, and business knowledge)


	
	
	
	
	
	

	Results/Action Oriented
(meets expectations; bottom-line oriented; pushes for results; meets deadlines)

	
	
	
	
	
	

	Interpersonal Savvy

(keeps others informed; expresses ideas clearly and persuasively; listens effectively; relates well to all kinds of people; builds effective relationships)


	
	
	
	
	
	


	SECTION 3 - ADDITIONAL COMPETENCIES


The employee's position may involve many other important competencies.  Refer to the Additional Competencies insert for a list of skills that may be appropriate.  (Those indicated with * are particularly appropriate for those with managerial, supervisory, or project leadership responsibilities.)  Write appropriate skills in the space provided below, check a rating, and provide supporting comments.  If more space is needed, use the Additional Competencies insert.

	Competency

	Rating
	Supporting Comments

	
	SE
	CE
	FM
	SIR
	FTM
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Manager Competencies
These competencies are appropriate for those with managerial, supervisory or project leadership responsibilities.  Ratings should be based on level of expertise shown.

	
	SE
	CE
	FM
	SIR
	FTM

	Managing Vision and Purpose:  Creates and communicates a sense of core purpose; makes the vision sharable by everyone; can inspire and motivate organizations.
	
	
	
	
	


Results: 

	
	SE
	CE
	FM
	SIR
	FTM

	Developing Subordinates:  Provides challenging developmental assignments; holds frequent coaching sessions; is aware of subordinate's career goals; puts together developmental plans and executes them.
	
	
	
	
	


Results:  


	SECTION 4 - OVERALL SUMMARY OF EFFECTIVENESS


Please provide a summary of the employee's performance.

=

Please provide an overall rating of employee's performance by checking the appropriate box.

	
	Significantly Exceeded
	
	Consistently Exceeded
	
	Fully Met
	
	Some Improvement Required
	
	Failed to Meet


· See guidelines for creating a development plan

	SECTION 5 - COMMENTS


Based on discussions during the performance evaluation process, please respond with any comments.

EMPLOYEE


Employee Signature







  Date






Manager Signature







Date





Next Level Manager Signature






Date 
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