
Colby College

Performance Appraisal Form B

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. The Supervisor should use one of the following ratings to describe the performance of the individual in each of the responsibilities or categories listed.  


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.

Use the available space to clarify ratings with specific examples and attach additional sheets as necessary.  After assigning ratings in each category and reviewing progress toward goals, assign an overall rating using the same scale. Consider the relative importance of each category for this job in determining the overall rating. 

For more information about the appraisal process, please refer to Guidelines for Performance Appraisals or contact Personnel Services.
	APPRAISAL SECTION
	LEVEL OF PERFORMANCE 
	COMMENTS ON SPECIFIC PERFORMANCE ITEMS

	List Key Job Responsibilities In Order Of Importance (Refer To Current Job Description )
	Needs To Improve
	Meets                Expectations


	Exceeds            Expectations
	Attach An Additional Sheet If Needed

	1. Attention to safe work practices.
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Exceeds Expectations

Meets Expectations

Needs Improvement

OVERALL ASSESSMENT
PERSONAL/PROFESSIONAL/SKILL DEVELOPMENT

ACCOMPLISHMENTS

GOALS

EMPLOYEE'S COMMENTS

	Employee acknowledgment:  (to be completed by employee after appraisal interview.)  
I understand that my signature is required 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.

Date __________________________________                Signature ______________________________________________

	Supervisor


Initials
Date
	Dept./Div. Head/VP or Dean


Initials
Date
	Personnel Services


Initials
Date
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