
Factor Weight= 0%

Below Expectations- 0

Meets Expectations- 0

Exceeds Expectations- 0

Comments

Factor Weight= 0%

Accuracy, neatness and correctness of work.

Below Expectations- 0

Meets Expectations- 0

Exceeds Expectations- 0

Comments

Factor Weight= 0%

Below Expectations- 0

Meets Expectations- 0

Exceeds Expectations- 0

Comments

Usually exceeds required amount of technical and conceptual 

work, and consistently performs required amount of 

interpersonal work.

Usually produces work that is neat/orderly, precise/exact,and  

valid/factual.

Inconsistently produces required amount of technical and 

conceptual work, and inconsistently performs required amount of 

interpersonal work.
Consistently produces required amount of technical and 

conceptual work, and consistently performs required amount of 

interpersonal work.

SECTION ONE
PERFORMANCE FACTORS

QUANTITY OF WORK
Amount of work done

QUALITY OF WORK

 Factor 

Rating

Inconsistently produces work that is neat/orderly, precise/exact, 

and valid/factual.

Shows moderate understanding of the technical, conceptual, and 

interpersonal requirements of the job.

Shows good understanding of the technical, conceptual, and 

interpersonal requirements of the job.

Shows exceptional understanding of the technical, conceptual, 

and interpersonal requirements of the job.

Rarely produces work that is not neat/orderly, precise/exact, and 

valid/factual.

KNOWLEDGE OF JOB
Understanding of job requirements, job skills, technical know-how, authority and related 

responsibilities. Factor 

Rating

Factor 

Rating
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DEPENDABILITY Factor Weight= 0%

Reliability to do assigned work and meet deadlines/schedules.

Below Expectations- 0

Meets Expectations- 0

Exceeds Expectations- 0

 

Comments

Factor Weight= 0%

Below Expectations- 0

Meets Expectations- 0

Exceeds Expectations- 0

Comments

Factor Weight= 0%

Below Expectations- 0

Meets Expectations- 0

Exceeds Expectations- 0

Comments

Consistently reliable in doing assigned work, usually does not have to be 

watched or prodded, and meets most deadlines/schedules.

Rarely fails to anticipate work to be done, rarely has to be directed to 

start work and rarely approaches work without enthusiasm.

Self-reliance and self-starting ability.

Factor 

Rating

Inconsistently anticipates work to be done, sometimes starts work 

without being directed, and occasionally approaches work with 

enthusiasm.
Usually anticipates work to be done, usually starts work without 

being directed, and usually approaches work with enthusiasm.

Factor 

Rating

Has occasional excused absences and/or tardiness, and seldom 

leaves work/workstation without justification.

Has frequent excused or moderate unexcused absences, tardiness, 

and/or frequently leaves work/workstation without justification.

Absent only in case of emergency, tardy only in case of verified 

emergency and rarely leaves work/workstation without justification.

INITIATIVE AND ENTHUSIASM

ATTENDANCE
Reliability to be on the job or to be at one's work station.

 Factor 

Rating

Inconsistently reliable in doing assigned work, regularly has to be 

watched or prodded, and often fails to meet required 

deadlines/schedules.

Never fails to do assigned work, rarely has to be watched or 

prodded, and never fails to meet a deadline/schedule.
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Factor Weight= 0%

Below Expectations- 0

Meets Expectations- 0

Exceeds Expectations- 0

Comments

Factor Weight= 0%

Willingness to accept supervisory instruction and direction, and willingness to apply effort.

Below Expectations- 0

Meets Expectations- 0

Exceeds Expectations- 0

Comments

Factor Weight= 0%

Below Expectations- 0

Meets Expectations- 0

Exceeds Expectations- 0

Comments

Interacts and communicates well with supervisors, co-workers and 

the public.

Factor 

Rating

Interacts and communicates fairly well with supervisors, co-

workers and the public.

Interacts and communicates exceptionally well with supervisors, 

co-workers and the public.

Accepts instruction and direction but questions without good 

cause, occasionally attempts to circumvent unpleasant tasks, and 

exercises moderate effort in completing assignments.

Accepts instruction and direction but questions only with good 

cause, does not attempt to circumvent unpleasant tasks, and 

exercises good effort in completing assignments.

Accepts instruction and direction, offers constructive suggestions,  

shows willingness to accept unpleasant tasks and exercises 

outstanding effort in completing tasks.

RELATIONSHIP TO OTHERS
Willingness and ability to get along, interact and work with others, both internally and externally.

Exercises fair judgement in routine and non-routine situations and 

anticipates consequences of decisions. 

Exercises good judgement in routine and non-routine situations, 

and usually anticipates consequences of decisions.

Exercises exceptional judgement in routine and non-routine 

situations and forecasts consequences of decisions with great 

accuracy.

COOPERATION

 Factor 

Rating

JUDGEMENT
Decision making and problem-solving ability.

Factor 

Rating
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Factor Weight= 0%

Planning and organizing of work, tasks, and use of organizational resources/ supplies.

Below Expectations- 0

Meets Expectations- 0

Exceeds Expectations- 0

Comments

Factor Weight= 0%

Below Expectations- 0

Meets Expectations- 0

Exceeds Expectations- 0

Comments

Usually plans and organizes work/tasks, seldom has to duplicate 

effort, and seldom wasteful of organizational resources/supplies.

Planning and organization of work is exceptional, never has to 

duplicate effort, and minimizes waste of organizational 

resource/supplies.

SAFETY 
Observance of safety rules and regulations.

 Factor 

Rating

Inconsistent in observing safety rules/regulations and shows 

moderate concern for the safety of co-workers.

Consistently observes safety rules/regulations and shows 

substantial concern for the safety of co-workers.

Shows exceptional observance of safety rules/regulations and 

shows exceptional concern for the safety of co-workers.

Inconsistent in planning and organizing work/tasks, often has to 

duplicate efforts and occasionally wasteful of organizational 

resources/supplies.

COORDINATION OF WORK

 Factor 

Rating
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Factor Weight= 0%

Below Expectations 0

Meets Expectations 0

Exceeds Expectations 0

Comments

Factor Weight= 0%

Below Expectations 0

Meets Expectations 0

Exceeds Expectations 0

Comments

Factor Weight= 0%

Below Expectations 0

Meets Expectations 0

Exceeds Expectations 0

Comments

Does a fair job of selecting manpower resources.

Does a good job of selecting manpower resources.

Does an exceptional job of selecting manpower resources.

Does a fair job of arranging/allocating manpower resources.

Does a good job of arranging/allocating manpower resources.

Does exceptional job arranging/allocating manpower resources.

STAFFING
Selecting and/or developing manpower resources to achieve goals and objectives.

 Factor 

Rating

Does an exceptional job of setting realistic goals/objectives.

ORGANIZING
Arranging and allocating manpower and other resources to achieve goals and objectives.

Factor 

Rating

Designing and formulating ways, means and timing to achieve goals and objectives.

Factor 

Rating

Does a fair job of setting realistic goals/objectives.

Does a good job of setting realistic goals/objectives.

SECTION ONE-CONTINUED
SUPERVISORY SECTION-PERFORMANCE FACTORS

PLANNING
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LEADING Factor Weight= 0%

Below Expectations 0

Meets Expectations 0

Exceeds Expectations 0

Comments

Factor Weight= 0%

Below Expectations 0

Meets Expectations 0

Exceeds Expectations 0

Comments

DELEGATING Factor Weight= 0%

Below Expectations 0

Meets Expectations 0

Exceeds Expectations

0

Comments

Does a fair job of detailing assignments and responsibilities.

Does a good job of detailing assignments and responsibilities.

Does an exceptional job of detailing assignments and 

responsibilities.

Does a fair job of controlling manpower resources.

Does a good job of controlling manpower resources.

Does an exceptional job of controlling manpower resources.

Assigning others authority and responsibility to assist in achieving goals and objectives.

Factor 

Rating

Does a fair job of guiding and influencing employees.

Does a good job of guiding and influencing employees.

Does an exceptional job of guiding and influencing employees.

CONTROLLING
Coordinating, auditing and controlling manpower and other resources efficiently and effectively.

Factor 

Rating

Influencing and guiding  others in an enthusiastic manner to achieve goals and objectives.

 Factor 

Rating
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Factor Weight= 0%

Below Expectations 0

0

0

Comments

Factor Weight 0%

Below Expectations 0

Meets Expectations 0

Exceeds Expectations 0

Comments

Factor Weight= 0%

Below Expectations 0

Meets Expectations 0

Exceeds Expectations 0

Comments

Receives fair respect/loyalty from employees.

Receives good respect/loyalty from employees.

Receives exceptional respect/loyalty from most employees.

Occasionally initiates new ideas/innovations.

Regularly initiates new ideas/innovations.

Initiates new ideas/innovations with exceptional consistency.

HUMAN RELATIONS
Interacting, dealing and working with employees in ways which gain respect, loyalty and support.

Factor 

Rating

Exceeds Expectations Rarely fails to determine the best course of action.

CREATIVITY
Finding new, imaginative and better ways and means to achieve goals and objectives.

 Factor 

Rating

Factor 

Rating

Occasionally determines the best courses of action.

Meets Expectations Usually determines the best courses of action.

DECISION MAKING
Determining courses of action and putting them into effect.
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POLICY IMPLEMENTATION Factor Weight= 0%

Below Expectations 0

Meets Expectations 0

Exceeds Expectations 0

Comments

POLICY FORMULATION Factor Weight= 0%

Below Expectations 0

Meets Expectations

0

Exceeds Expectations

0

Comments

Occasionally suggests constructive additions to policy.

Often suggests constructive additions to policy.

Consistently suggests constructive additions to policy.

Occasionally relates policy to job responsibility.

Usually relates policy to job responsibility.

Rarely fails to relate policy to job responsibility.

Designing and formulating procedures and guidelines to achieve goals and objectives.

 Factor 

Rating

Adherence to policy in exercising authority and carrying out responsibility.

 Factor 

Rating
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Factor Weight= 0%

Below Expectations 0

Meets Expectations 0

Exceeds Expectations 0

COMMENTS

Factor Weight= 0%

Below Expectations 0

Meets Expectations 0

Exceeds Expectations 0

COMMENTS

Goal/objective or standard that meets expectations:

 Factor 

Rating

II. Evaluation Criteria:

Each job should be evaluated on it's own criteria.  In the area below, the supervisor is to complete a minimum of one, but no more than three 

criteria that the employee will be evaluated on during the rating period.  When choosing criteria, be job specifi

I. Evaluation Criteria:

Goal/objective or standard that meets expectations:

 Factor 

Rating

SECTION TWO
SUPERVISORY SECTION-JOB SPECIFIC CRITERIA
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Factor Weight= 0%

Below Expectations 0

Meets Expectations 0

Exceeds Expectations 0

COMMENTS

TOTAL 
Summary of all Factor Ratings used in the Performance Appraisal. 0.00

 Factor 

Rating

III. Evaluation Criteria:

Goal/objective or standard that meets expectations:

The Scott Group HRMC



To appraiser:

Date set for necessary accomplishment of above to take place

EMPLOYEE:

YES NO

EMPLOYEE DATE

APPRAISER DATE

REVIEWER DATE

PERSONNEL DATE

Please acknowledge that this performance appraisal has been reviewed with you by signing your name and indicating date of review in spaces 

below.

Also indicate whether you intend to submit a written statement (due within 10 days from review date) or comments in which there were significant 

disagreement between you and your supervisor.

Review your ratings and comments; then outline what specific actions, objectives and/or training/education are necessary to maintain, improve, or 

correct the performance of this employee.  Attach additional sheets if necessary.

Recommendations for Development or Accomplishment

SECTION THREE  
Summary of Progress Since Last Appraisal

What progress has the employee made on the actions, objectives, and/or training/education established at the last appraisal?

Describe any conditions or events beyond the employee's control which made achievement of agreed-upon actions, objectives, and/or 

training/education easier or more difficult than expected.
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