Excelsior College

BUS555 Principles and Practices of Performance Improvement

Performance Appraisal Form

Note: The following example of a performance appraisal form has been taken from the following

source:

Aguinis, H. (2012). Instructor's review copy for performance management (3rd ed.).

Upper Saddle River, NJ: Pearson Education, Inc.

Employee Name: Position/Title: Department: Date:
Kobert Jared Foreman Fuint and Auto /m{y 6/30/72
. Supervisor Employee
Performance Attribute Comments Score Score
Comments

Knowledge/Know-how:
Demonstrated knowledge or Strong knowledge and I've got 25 years
technical skills required by technical skill. experience in paint
position. These may include Instinctive knowledge 3 and body shop work. p
command of professional body of | of how the company | held this company
knowledge; knowledge of can move forward in together over the
organizational structure, mission, | the industry. past year.
or goals.
Communication Skills: Good verbal skills most
Demonstrated written, listening, | of the time. Occasional
and interpersonal skills. These difficulty in controlling Good enough for this
may include diplomacy, conflict anger has exacerbated 7 job. Frustrations 2
resolution, or presentation skills. | existing problems. aren’t my fault. | do

Doesn’t always do my best.

paperwork needed in

job.
Work Results:
Work is thorough, accurate,
completed on time and as Excellent 4 Of course. 4
planned, and is considered a
quality job.
Work Style: I’'m always here
Demonstrated good work habits. before my boss and

) . ¥ ¥

These may include being open to whatever he
dependable, consistent, Excellent suggests. | work
independent and self-starting, weekends and do

Page 1 of 4




Performance Appraisal Form

Employee Name: Position/Title: Department: Date:
Kobert Jared Foreman Puint and Auto body 6/30/72
. Supervisor Employee
Performance Attribute Comment Score Score
omments Comments
and exhibiting flexible work work for free. This
behavior. entire place is a lot
cleaner and more
organized since | got
here.
Service Orientation: In general, Bob does a
Demonstrated courteous, good job managing
responsive, respectful behavior relationships with | do the best | can in
toward customers, staff, and customers and staff. As | 7.5 difficult 3
others. noted above, he needs circumstances.
help managing anger
issues.
Additional Performance I've trained Dave and
Attributes: Contribution to overall brought the
o motivation and 3 mechanic and engine p
Supervision performance of staff is repair shop into
very good. being on my own
time.
Overall Success Rating Very good 25 Top notch 5

This performance appraisal is meant to summarize and evaluate an individual’s overall performance for

the year. Five generic performance attributes and definitions are provided for all employees. These

attributes address an individual’s knowledge, competence, and skills as applied to one’s work.

Performance attributes may be added as needed in order to customize the form to the individual’s

position. Both the supervisor and the employee should provide an overall performance success rating

using the scale below.

4—Performance far exceeds position requirements and indicates job mastery
3—Performance consistently exceeds position requirements
2—Performance meets position requirements
1—Performance does not meet position requirements
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Did the employee have a work plan? Yes No
Did this employee show progress on a work plan? Yes No
Did the employee have a developmental plan? Yes No
Did this employee show progress on a developmental plan? Yes No

Supervisor Comments: (Describe the employee’s total performance for the year and substantiate the
overall success rating.)

Bob tas /‘@d/(? ée&a/ Lhe shap get inlo a compelitive Stance. Both his own /eﬁfaﬁ/rra/(ae and his supervision have
tetped us get cars out on sohedute and Keep good employecs, Ho works hard white he & here and he enoourages
the rest of the staff to P in @ good day & work, for a good day & 1. o volunteers his own tine and ideas to
enthance the shap, e supgested working with a radio station to refiush a car that they ool give away ir
exchange for providing advertising for the shap. Hie enthasiasn bod the m//ayew to vobunteer their tine on the
project. [M/?fé/}g/ & more organized sixce e got here. Oh the other hand] he really dues reed to toarn how
1o manage his anger, 1t doesn /L‘ézy/w very 0/@/{ / /r(af/e fm‘ times ol f&dl‘/, but it s fﬁg?/éta/(/)g« to watoh
tin lose his temper, & fa/‘ there has been no viobonce / whish woudd be a f/}‘/}g/ offw@a /, but [ can anderstand
«/éy one castomer /Ma/ét " a /a/?'ae off/ce/‘ when he came back to Py tis btV aﬁeﬁ Bob 200 angry when the
castomer called tin a bar. Bob & loud angry verbal response was b‘ac‘a/{y 1nappropriate faf a busiress selling.
Paperwork is another area of weakness: Bob does as litthe as ke can get away with, which loads to poor
dooumentation in the customer fites and /M//em’ with a/r(/a/oyw Py sheels. e am/o/a/}(e/ to one owner about thow
the other owner didn ¢ purchase parts on tine, [hat owner asked in writing for a st of parts needed to monitor
their purchase and the list stith has not qppeared,

Supervisor’s Signature: Alfred E. Brown Date: June 28, 2012

Employee Comments: (Describe your total performance and the two-way communication with your
supervisor throughout the year.)

[ never had a work plan and don't kinow what a developmental plan is. Al hived wee to get this
shop back on its feet and (Ve done that. For the first time, he's taking money home and he
has we to thank for that. Sure, [ get frustrated—who wouldnt with customers who want us to
work for free ano whine that the former owner promised thew this and that. Of course, he
never did anything and now we've stuck with his broken promises and no paperwork. | oo my
best with the paperwork but | get busy o the jobs. You've got to deciole whether You want paper
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or cavs to go out. Al and | talk every day—1 give him notes about the parts  need. Then Mary
says she wants a list ... tell her to ask ALl [ don't have time to please a boss who's never tn the
shop. 1've got too much golng on with doing free and redo work and helping our employees be
great employees. It's nice to work here most of the time. ('ve always liked working ow old cars
and we do great work. The money Ls starting to be ok and we're getting better equipment. We
ought to get this place really turned around this next year.

Employee’s Signature: Bob Jared Date: June 28, 2012
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