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1= Not Acceptable/ 2=Below Average/ 3= Average/ 4= Above Average/ 5= Outstanding

Performance Area






Performance Rating

	Attitude 

(The attitude that you display towards yourself, the company and your co-workers)
	   1      2      3      4      5 

	Comments:




	Communication     (Effective communication with co-workers/ supervisors. Producing the required paperwork “in full” and on time.)
	   1      2      3      4      5 

	Comments:




	Customer Satisfaction  (Friendly, professional attention to all customer needs and requests. Personally satisfying the request or channeling it to the right person(s). Following up that the request ahs been satisfied.)
	   1      2      3      4      5 

	Comments:




	Equipment Care/ Handling/ Maintenance  (Demonstrates safe effective use and proper maintenance of equipment to maximize efficiency and reduce repairs and down time.)
	   1      2      3      4      5 

	Comments:




	Leadership  (Demonstrating leadership by example and the ability to engage others in the accomplishment of tasks in an efficient, organized way. Creativity and forward thinking are integral to success.)
	   1      2      3      4      5 

	Comments:




	Safety  (Working in a safe manor along with co-workers, according to company policy.)


	   1      2      3      4      5 

	Comments:




	Skills Development  (Motivated to strive to improve work related skills both on the job and by requesting off the job training where appropriate. To perform each task to the highest Standards.)
	   1      2      3      4      5 

	Comments:




	Cost Awareness  (Careful attention to the effective use of Materials, Labou/ Manhours, Equipment, Subcontractors, and Job Related Overhead.)
	   1      2      3      4      5 

	Comments:





Please List 3 Areas of your performance and or technical skills and abilities that you intend to improve/ upgrade this coming year. We would also like to know how we can help you achieve your chosen goals.

	1) Description:


	   1      2      3      4      5 

	Comments:




	2) Description:


	   1      2      3      4      5 

	Comments:




	3) Description:


	   1      2      3      4      5 

	Comments:













Overall Rating:        /55










Average Rating:      /5

Additional Comments:

Bonus Program:

Each employee earning an average performance rating of 3/5 or higher will be paid a bonus at year end. A score will earn a bonus of 3%, 4 for 4%, 5 for 5%. The bonus will be calculated on the employee’s total yearly wage. At year end the employee, their direct supervisor and the general manager will each complete a performance review form and the scores will be averaged to make the final score. A three-person review will take place at that time.



Performance Appraisal Form








Review Date:





Meeting Date:





Employee:





Supervisor:





Company Performance Targets





Personal Performance Targets & Objectives





Reviewing Employee’s Signature: ___________________________________





Date: ____________________





Position:
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