	
	Performance Appraisal




Performance Appraisal is a process used to facilitate and keep record of routine feedback and development opportunities for all employees. The Performance Appraisal process should not be confused with the disciplinary process.


Employee Name:	

Position:	

Location:	

Manager:	

Review Period:	From:		To:	

Date of review:             /            /            .

Conducted By:	




Review Rating
5	=	Outstanding Performance Standards
4	=	Above Performance Standards
3	=	Meets Performance Standards
2	=	Low Performance Standards
1	=	Unsatisfactory Performance (specific warning issued)

NOTE: This document to also be used for probation assessment. 


THE PERFORMANCE APPRAISAL PROCESS

· Communicate ahead of time that the annual performance review is approaching,
· Review the relevant Position Description for each employee and list the title of the Key Result Areas in Section 2, 
· Distribute the Performance Appraisal Form to each employee as relevant and request that they complete the Employee Ratings and return by a specified date,
· On receipt of the Employee contribution to the process complete the Appraiser Ratings and confirm a date to meet and discuss the results with the employee,
· Conduct the Performance Appraisal meeting with each employee and discuss results strengths and opportunities for improvement,
· Confirm the Appraisal Outcomes and both parties sign and date the forms to conclude sections 1-3,
· Discuss goals for the year ahead and document agreed standards/objectives in section 4,
· Forward sections 1-3 (and previous years section 4) to Payroll on completion of the process to be retained in personnel file,
· Summarise any identified training needs and forward to HR for assistance in planning,
· Retain section 4 on file locally and provide a copy to the employee to facilitate regular discussion and review in the next Performance Appraisal process.


Section One - General Requirements 
	
	
	
	RATINGS

	
	
	
	Employee
	Appraiser

	1.
	Attendance - Punctual and honours work commitment
	
	
	

	2.
	Communication - Able to communicate effectively with others
	
	
	

	3.
	Dependability - Completes tasks with minimum follow-up
	
	
	

	4.
	Initiative - Willing to perform tasks without prompting
	
	
	

	5.
	Health And Safety – Understands promotes and carries out all tasks safely
	
	
	

	6.
	Quality - Understands promotes and maintains required level in performance
	
	
	

	7.
	Teamwork - Is willing and able to work with others as part of a team
	
	
	

	8.
	Culture - Demonstrates commitment to a positive workplace culture
	
	
	



Section Two – Goals and Key Result Areas

	(Refer to the previous Review Goals and Current Position Description KRAs)
	
	RATINGS

	
	
	
	Employee
	Appraiser

	1.
	Goals set at last Performance Review - Date:                                     
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	
	
	

	Signed by Employee
	
	Signed By Appraiser

	
Date:
	
	
Date:



Section Three - Overall Rating

Employee Comments

	

	

	

	




Appraiser Comments

	

	

	

	



	Appraisal Overall Review Rating:
	
	



Agreed by:

	
	
	

	Signed by Employee
	
	Signed By Appraiser

	
Date:
	
	Date:




Appraisal Review

A review must be made by a manager senior in position to that of the appraiser when appraisal is conducted by supervisors.

Name of Final Reviewer:

Position:

Comments
	

	



	
	

	Signed by Reviewer
	

	
Date:
	



Section Four - Agreed Performance Goals for Next Review Period

All goals must be expressed in realistic and measurable terms and within the control of the employee.

Completion date is documented at time of completion i.e. it is not a target date. Date can be added at regular meetings and/or as part of the next Appraisal.

	GOALS
	COMPLETION DATE

	1.
	

	2.
	

	3.
	

	4.
	




Career/Personal Development/Skills for this Employee:

	

	

	

	



Goals Agreed by:
	
	
	

	Signed by Employee
	
	Signed By Appraiser

	
Date:
	
	Date:


	
Review – Achievement against Goals must be reviewed at the next Performance Appraisal.

Review Comments

	

	

	

	



Goals Reviewed by:

	
	
	

	Signed by Employee
	
	Signed By Appraiser

	
Date:
	
	Date:
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