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performance appraisal
PRIVATE AND CONFIDENTIAL

Part 1 - Employee Details
	Name
	

	Position
	

	Years/months employed in position
	

	Date of this review
	
	Date of next Review
	

	Reviewer Name
	
	Position
	



Part 2 – Performance Evaluation
Review the Major Skills Required to Fulfil this Position’s duties
Tick what level you/the employee is currently performing against each task relating to their role.
	Task
	Poor
	Satisfactory
	Good
	Excellent

	
	Employer
	Employee
	Employer
	Employee
	Employer
	Employee
	Employer
	Employee

	General Tasks

	Time management
	 
	 
	 
	 
	 
	 
	 
	 

	Communication
	 
	 
	 
	 
	 
	 
	 
	 

	Punctuality / Attendance
	 
	 
	 
	 
	 
	 
	 
	 

	Quality of Work
	
	
	
	
	
	
	
	

	Following instructions
	 
	 
	 
	 
	 
	 
	 
	 

	Completing timesheets
	 
	 
	 
	 
	 
	 
	 
	 

	Reporting incidents
	
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	 

	Position Specific Tasks

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	 




	Employee Comments and Opportunity to Evaluate own Performance

	Describe any areas you think you are performing well; what you think you need to improve on or what areas you are struggling/require more training.

	

	
General Comments about the Employee’s Performance
Describe any areas the employee is performing well or areas that may require further training

	



Part 3 – Goals and Action Planning

	Goals

	Detail any goals you would like to achieve; this can be short- or long-term goals that relate to your current or a future role you would like to work towards. 

	Goal
	Action required
	Date for completion

	
	
	

	
	
	

	
	
	



	Progress on Any Goals detailed in previous evaluation
Detail where you are in your current progress towards your goals, any new goals for review should be listed in the above table.  

	Goal
	Action taken
	Completed

	
	
	

	
	
	

	
	
	




	Additional information or Comments about the action plan or goals

	



Part 4 – Declaration
	
Additional Comments 
Employee: If any, detail areas you require your manager/supervisor to provide additional support, items you disagree on from the review, or any other comments about the overall business
Employer: If any, detail areas that were not able to be described above, any comments made during the evaluation.

	


	[bookmark: _Hlk129601574]Employee Name
	
	Position

	
	
	

	Signature
	
	Date

	
	
	

	Reviewer Name
	
	Position

	
	
	

	Signature
	
	Date
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