Colby College

Performance Appraisal Form A
Name







Position 

 



Department






Review Period


    to  

 



INSTRUCTIONS

The employee and the supervisor should review a copy of the current job description, along with goals and accomplishments, in preparation for the appraisal meeting. Use the available space to identify key accomplishments, performance in major areas of responsibility, strengths, areas to improve, and goals for the coming year. The Supervisor should use the following ratings as a guide to describe the overall performance of the individual:


Exceeds Expectations:


Performance clearly and consistently exceeds expectations.


Meets Expectations:


Performance consistently meets expectations.


Needs Improvement:


Performs at a level that does not meet expectations.

It is important to make clear how specific job responsibilities, strengths and areas to be improved are weighed in arriving at the overall assessment. For more information about the appraisal process, please refer to the Guidelines for Performance Appraisals or contact Personnel Services.
Accomplishments/Review of Past Goals

Assessment of Strengths

Areas to be Improved

Personal/Professional/Skill Development Activities

Overall Assessment




Goals for Next Year

Employee Comments: (Employees may attach additional written comments to this appraisal)  
Employee Acknowledgment:  I understand that my signature is requested to acknowledge receipt of my performance

appraisal and that it does not necessarily mean that I agree either in part or in full with the appraisal.

Signature



Date

Supervisor



Date


Personnel Services


Date

Dept./Div. Head/VP or Dean

Date
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