	{Insert School Name Here}Insert School Logo Here


	Performance Appraisal Template

	Employee/Reviewer Information

	EMPLOYEE NAME
	 
	DEPARTMENT
	 

	EMPLOYEE ID
	 
	REVIEWER NAME
	 

	POSITION HELD
	 
	REVIEWER TITLE
	 

	LAST REVIEW DATE
	 
	TODAY'S DATE
	 



	Performance of Essential Duties and Responsibilities

	This section is used to describe the essential duties and responsibilities required of this position. Choose from the drop-down menu in each line the essential duties and responsibilities for this position. You can delete the red text once you complete this step. You can also delete a line by selecting the row(s) and pressing delete, or by right clicking and selecting “Delete Rows.” You can also add rows by clicking the “+” by hovering the pointer over the left side of the row, right clicking copy, and pasting the drop-down menu in the row.

Rating:
5 = Excellent 
4 = Good
3 = Satisfactory
2 = Needs Improvement
1 = Poor


	Choose an item.	
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	Choose an item.	

	Choose an item.	

	Choose an item.	

	Choose an item.	



	Knowledge and Skill Requirements

	This section is used to describe the knowledge and skills required to perform the job. Choose from the drop-down menu in each line the essential duties and responsibilities for this position. You can delete the red text once you complete this step. You can also delete a line by selecting the row(s) and pressing delete, or by right clicking and selecting “Delete Rows.” You can also add rows by clicking the “+” by hovering the pointer over the left side of the row, right clicking copy, and then pasting the drop-down menu in the row.

Rating:
5 = Excellent 
4 = Good
3 = Satisfactory
2 = Needs Improvement
1 = Poor



	Choose an item.	
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	Choose an item.	

	Choose an item.	




	CHARACTERISTICS

	QUALITY
	Poor
	Needs Improvement
	Satisfactory
	Good
	Excellent

	Quality of Work
	
	
	
	
	

	Takes Initiative
	
	
	
	
	

	Honesty
	
	
	
	
	

	Coworker Relations
	
	
	
	
	

	Client Relations
	
	
	
	
	

	Dependability
	
	
	
	
	

	Punctuality
	
	
	
	
	




	GOALS


	ACHIEVED GOALS SET IN PREVIOUS REVIEW?

	




	GOALS FOR NEXT REVIEW PERIOD

	




	COMMENTS AND APPROVAL

	





	Employee Signature:

	Date:

	Supervisor Signature:

	Date:



