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Name: Building: Date:

Position: Appraisal Period From to

Purpose: 0 Mid-Probation 0 Probation 0 Annual 0 Other

Directions:

1. The performance appraisal is provided as a counseling tool for the rating supervisor and the
employee to assess and discuss job performance and to help the employee be aware of how well
he or she is performing. Therefore, the employee and the supervisor must discuss the results of
this appraisal.

2. Designate any performance factors which are not applicable to this position by placing an "X" in the
"not applicable" box.

3. Rate the employee's typical level of performance over the entire appraisal period by marking an "X"
next to the statement which best describes the employee's level of performance. Use the comment!
goal section to support/clarify your assessment and/or to identify future goals. Contemplate only
one trait at a time - exercise judgment independently from decisions made in appraising other traits.

4. The comment section at the end of the form should be used as a narrative summary of the evaluator's
assessment of the employee's performance during the rating period. Attach additional sheet if
necessary.

5. The employee and supervisor must sign and date the report. The completed form should be sent to
Human Resources.




