Colby College

Performance Appraisal Form C

Name:





Position:


Department:





Review Period:


   to   




Is job description current? Yes/No (If no, please attach current Job description)

INSTRUCTIONS

tc  \l 1 "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 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 the Guidelines for Performance Appraisals.

Review the following factors in relation to performance of job duties, circle the appropriate rating, and, if desired, make specific comments in support of the selected rating.  
JOB UNDERSTANDING







Exceeds Expectations

Meets Expectations

Needs Improvement

1.  Job Knowledge:  Consider the extent to which job objectives, duties and 

responsibilities are understood.

Exceeds Expectations

Meets Expectations

Needs Improvement

2.  Technical Knowledge:  Consider proficiency in application of methods, techniques, equipment necessary to accomplish work. 

PRODUCTIVITY

Exceeds Expectations

Meets Expectations

Needs Improvement

1. Quality of Work:  Consider the extent to which employee sets work

standards and consistently achieves high quality results that relate to accuracy, thoroughness, dependability, and usefulness of results.  Also consider how frequently results need to be repeated.  

Exceeds Expectations

Meets Expectations

Needs Improvement

2. Quantity of Work:  Consider how much acceptable work is produced in 

relation to reasonable expectations, availability of adequate resources, etc. 

SELF-MANAGEMENT AND RELATED FACTORS INFLUENCING PERFORMANCE
Exceeds Expectations

Meets Expectations

Needs Improvement

1. Attendance and punctuality:  Consider adherence to attendance and 

punctuality standards.

Exceeds Expectations

Meets Expectations

Needs Improvement

2.  Interpersonal relations:  Consider extent to which employee contributes to positive and productive workplace relationships. Consider enthusiasm, courtesy, adaptability, 

flexibility, inclusiveness, and spirit of cooperation in the work environment.

Exceeds Expectations

Meets Expectations

Needs Improvement

3. Oral and Written Communication:  Consider the effectiveness of oral and/or 

written communication as they relate to clarity, appropriateness, etc.  

Exceeds Expectations

Meets Expectations

Needs Improvement

4.  Decision-making and critical thinking:  Consider the extent to which prior 

thought and analyses of facts and situations are done before initiating action and problem-solving.

Exceeds Expectations

Meets Expectations

Needs Improvement

5.  Dependability:  Consider the extent to which employee can be counted upon to successfully carry out instruction and fulfill responsibilities and commitments.

Exceeds Expectations

Meets Expectations

Needs Improvement

6. Initiative and resourcefulness:  Consider the extent to which the

employee is a self-starter, can handle unforeseen difficulties successfully, develop new ideas and handle work situations, does or does not require close supervision. 
Exceeds Expectations

Meets Expectations

Needs Improvement

OVERALL ASSESSMENT






ACCOMPLISHMENTS 

GOALS 

Employee comments (additional comments may be attached)
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 in part of in full with the appraisal. 


Signature




Date
Supervisor 




Date

Personnel Services


Date

Dept./Div Head/VP or Dean


Date

Rev: 2/2003

