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PERFORMANCE APPRAISAL

FOR EXEMPT EMPLOYEES

Name:
     
Date:
     

Title:
     
Grade:
     

I. OVERALL ACCOMPLISHMENTS---Evaluate how the employee met, failed to meet, or exceeded expectations of the basic requirements of the job.


     


II. PERFORMANCE CRITERIA --Evaluate and cite specific examples of the employee’s performance in terms of the job-related knowledge, skills, and abilities listed below.    Rate effectiveness; describe how behavior met,  exceeded or failed to meet the requirements of the job.   Indicate the appropriate rating as follows:   FE = Far Exceeds Expectations, EE = Exceed Expectations,  ME = Meets Expectations, PM = Partially Meets Expectations, and FM =Fails to Meet Expectations.


  Rating: 

                                    

A.  Problem Solving/Decision Making---Consider conceptual and analytical skills, creativity,

judgment in problem solving/decision making; ability to identify opportunities and to solve

        problems; and soundness of decisions as reflected in results.  Comments:
     

     


B.  Administration---Consider how effectively work is planned, organized, communicated,


delegated, and controlled.  Comments:
     

     


C.
Leadership/Development of  Others---Consider skill in:  1) supervising, coaching, and 
getting results; and 2) developing potential (e.g., identifying development opportunities and 
willingness to release subordinates).  Comments:
     

     


D.
Work Relationships---Consider effectiveness in working with other employees to 
accomplish 
own objectives, and to contribute to others’ objectives.  Comments:
     

     


E.  Communication Skills---Consider ability to present ideas and information concisely and 


effectively, orally and in writing.  Comments: 
     

     


F.
Knowledge---Consider depth, breadth, and application of job-related knowledge (e.g., 
technical, organizational, and functional).  Comments:
     

     


G.
Quality – Consider attitude toward Total Quality Concepts, as outlined in Corporate 
Mission Statement; completes TQC-related assignments in a timely and effective manner, 
maintains appropriate documentation, as required.  In addition, is aware of the relevance 
and importance of their activities and how they contribute to the achievement of our 
company quality objectives.
     

     


III.  OVERALL APPRAISAL OF PERFORMANCE---Consider results, overall accomplishments, 
and performance criteria, assigning more weight to results and accomplishments than to 
performance criteria, indicate the rating which most accurately characterizes the employee’s total 
performance.

     

             



IV.  DEVELOPMENT PLAN-Identify development objectives for the coming year and specify action  


plans. Consider specific training programs, developmental experiences, and work assignments to strengthen


performance.

Developmental

Objectives
Actions Planned
Responsibility
Date to be

Initiated



     
     
     
     

     
     
     
     

     
     
     
     

Appraising Supervisor:
     
Date:
     

Reviewing Manager:
     
Date
     

V. EMPLOYEE COMMENTS--I have received a copy of this appraisal form, the contents of which have been reviewed with me.  I wish to make the following comments regarding this appraisal:
Employee’s Signature:
     
Date:
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