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Did	you	get	the	information	you	need	from	this	page?	Yes	No	Download	the	Appraisal	Form	Template.	Performance	appraisals	allow	managers	to	assess	how	well	employees	are	doing	at	their	jobs.	They	should	be	performed	regularly,	and	many	workers	expect	to	have	them	once	yearly.	Appraisal	are	great	for	not	only	highlighting	areas	of	weakness
that	could	be	improved,	but	for	establishing	goals	and	objectives	for	members	of	staff.	From	a	management	perspective,	appraisals	can	help	make	staff	better	at	their	jobs,	increase	productivity	and	improve	morale.	Appraisals	aid	business	planning,	too,	because	they	let	management	know	of	skill	deficits	and	also	employee/job	role	mismatches.	By
employee/job	role	mismatches,	we	mean	situations	where	employee	A	is	unhappy	compiling	statistics	but	likes	speaking	to	customers	on	the	phone,	while	employee	B	feels	the	opposite.	When	management	know	these	details	via	the	appraisal	process,	it	can	take	steps	to	transfer	responsibilitie	to	those	who	enjoy	them	more	(where	possible	and
appropriate).	From	an	employee	perspective	appraisals	are	good	for	identifying	training	that	might	be	required	to	do	the	job	more	easily	or	effectively.	If	a	member	of	staff	is	struggling	with	a	particular	task,	the	reasons	why	can	be	established	and	a	solution	sought.	Without	an	appraisal,	the	employee	would	have	to	battle	on	alone	with	no	help.	As
mentioned	above,	job	responsibilities	can	evolve	too.	Receiving	an	objective	assesment	of	job	performance	is	usually	quite	helpful	for	most	employees.	It’s	not	always	easy	for	a	worker	to	gauge	their	own	performance	level.	Additionally,	long	term	progress	made	since	a	particular	employee	joined	the	company	can	also	be	charted	by	reviewing
historical	appraisal	forms.	For	further	forms,	especially	with	a	UK	focus,	go	here:	Download	the	Appraisal	Form	Template.	Download	a	sample	Employee	appraisal	form.	Performance	appraisal	is	an	important	component	of	performance	management	in	an	organization.	Appraisal	is	the	process	of	constantly	assessing	the	means	and	ends	of	an
individual’s	work	in	a	specific	period	of	time.	It	measures	the	performance	of	the	individual	while	achieving	certain	predetermined	goals.	It	also	identifies	the	reasons	for	success	and	failures	so	as	to	address	the	gaps	and	set	future	plans	based	on	the	current	performance	levels.	It	sets	the	tone	for	the	employees	as	well	as	the	organization	to	achieve
meaningful	progress	in	the	long	term.	Employee	Evaluation	form	–	the	key	tool	for	appraisal	The	key	tool	for	evaluating	an	employee’s	performance	is	the	employee	evaluation	form.	We	have	earlier	explored	in	detail	the	Employee	Performance	Review	process	and	the	importance	of	templates.	In	this	article,	in	addition	to	broadly	customizing	a
performance	review	template	for	review,	it	is	also	important	to	have	an	in-depth	understanding	of	the	employee	appraisal	form,	which	is	the	questionnaire	that	the	employees	get	to	fill.	The	employee	appraisal	form	is	carefully	designed	in	line	with	the	objectives	and	expected	outcomes	of	the	review,	in	order	to	get	the	most	accurate	reflection	of	the
employees’	performance	in	the	review	period.	To	get	the	right	outcomes,	you	need	to	ask	the	right	questions	to	the	employee.	This	article	explores	the	vital	components	of	an	effective	appraisal	form	and	gives	insights	on	how	to	fill	it.	An	effective	performance	appraisal	form	is	based	on	following	essential	parameters	of	a	review.	Download	a	sample
Employee	appraisal	form.	1.	Goals	and	Objectives	achieved,	missed	and	newly	set	The	nature	of	goals	and	objectives	of	an	employee	varies	according	to	the	job	description.	The	employee	appraisal	form	needs	to	have	the	objective	of	the	review,	job	description	and	goals	set	for	the	particular	position	mentioned	clearly.	In	a	self-appraisal,	this	section
needs	to	bring	out	details	such	as	the	status	of	the	goals	that	were	set	for	the	review	period,	the	key	skill	or	strength	of	the	employee	that	helped	the	employee	achieve	each	of	the	goals	and	the	challenges	he/she	faced	in	achieving	them.	For	goals	management,	OKR	is	the	golden	standard	and	a	comprehensive	view	of	‘what	OKRs	are’	is	available
here.	2.	Competencies	Achievement	of	goals	is	not	the	only	indicator	of	an	employee’s	performance.	There	are	several	competencies	that	define	the	employee’s	performance.	These	competencies	are	indispensable	for	the	employee	to	contribute	to	the	organization	and	his/her	team	in	an	effective	manner.	These	performance	parameters	can	be
measured	quantitatively,	and	hence	the	rating	scale	should	be	clearly	mentioned.	Following	are	some	of	the	competencies	that	can	be	assessed	in	a	performance	appraisal.	Teamwork	Leadership	Customer	focus	Punctuality	Problem	solving	skills	Communication	skills	Quality	of	output	Judgement	Reliability	Job	knowledge	3.	Feedback	with	open	ended
questions	The	employee	should	be	given	space	in	a	performance	appraisal	form	to	reflect	on	vital	details	like	the	achievements	during	the	review	period,	career	aspirations,	what	he/she	expects	from	the	team/organization,	things	he/she	wants	to	change	in	the	organization,	etc.	it	promotes	dialogue	with	the	employee	instead	of	keeping	it	as	one	way
communication	and	improves	employee	engagement.	4.	Salary,	incentives	and	recognition	The	employee	review	template	can	have	questions	on	compensation,	incentives,	rewards,	etc.	It	helps	the	organization	to	know	if	the	employees	feel	they	receive	the	monetary	benefits	they	deserve	for	the	effort	they	put	into	the	job.	Rewards	and	recognition
drive	motivation	and	productivity,	and	hence,	it	is	crucial	for	the	organization	to	know	if	they	are	rewarding	the	employees	adequately.	5.	Skill	Development	and	performance	improvement	The	employee	can	state	what	all	skills	and	competencies	he/she	needs	to	develop	in	order	to	do	the	job	better.	The	organization	needs	to	provide	the	employees
with	the	skills	and	tools	required	to	perform	at	optimal	levels.	Staying	updated	is	key	to	maintaining	the	competitive	edge	of	the	organization.	How	to	fill	up	a	performance	appraisal	form	An	employee	performance	review	can	make	or	break	the	career	of	an	employee,	depending	on	how	he/she	has	performed.	So,	if	you	are	writing	a	review	for
someone	who	interacts	with	you	everyday,	then	take	your	time	to	write	the	review	and	keep	your	assessment	honest	and	objective.	If	you	are	doing	a	self	appraisal,	you	can	follow	the	below-mentioned	guidelines	to	fill	the	employee	appraisal	form	for	an	effective	review.	Prepare	for	Self	Evaluation	If	you	are	doing	a	self	assessment,	prepare	well	by:
Recollecting	all	your	achievements	Revisiting	your	previous	review	to	verify	the	goals,	and	the	plans	you	had	proposed	to	achieve	them	Referring	to	your	old	documents,	emails,	minutes	of	team	meetings,	etc	to	avoid	missing	anything	Noting	down	all	the	vital	points	before	writing	the	review	When	you	fill	the	form:	Be	honest	and	critical	Analyze	your
failures	and	mention	the	reasons	for	it.	State	a	plan	to	address	those	shortcomings.	Keep	the	words	minimal	Write	short	and	precise	appraisals	with	minimal	word	count.	Identify	weaknesses	Identify	your	weaknesses	and	mention	the	training	and	support	you	need	from	the	organization	to	address	them.	Mention	your	achievements	Mention	your
achievements	and	share	how	you	approached	the	tasks.	Substantiate	them	with	numerical	data	wherever	possible.	Link	achievements	to	the	job	description	and	the	organization’s	goals	Share	how	you	fulfilled	the	responsibilities	of	your	position	with	your	achievements,	and	how	relevant	those	achievements	are	to	the	organization’s	goals.	Set	the
goals	for	the	next	review	period	Aim	higher	and	set	the	goals	for	the	next	review	period.	Provide	a	clear	timeline	and	plan	of	action	to	achieve	the	goals.	Resolve	conflicts	and	grievances	Write	about	the	conflicts	in	your	team	and	the	things	you	want	to	change	in	the	team/organization	in	a	professional	manner.	Download	a	sample	Employee	appraisal
form.	An	employee	evaluation	form	is	a	performance	review	tool	used	to	track	employee	progress	by	collecting	information	about	employees’	skills,	goals,	and	accomplishments.	With	our	free	Employee	Evaluation	Forms,	you	can	collect	responses	online	to	easily	see	what	your	employees	are	doing	well	and	identify	areas	for	improvement.	Once	you’ve
conducted	your	employee	reviews	on	your	computer,	tablet,	or	mobile	device,	they’ll	be	securely	stored	in	your	Jotform	account	—	making	it	easy	to	manage	reviews	and	convert	them	into	printable	PDFs!To	conduct	valuable	employee	evaluations	for	your	company	or	HR	department,	you’ll	need	a	great	employee	evaluation	form	template.	Start	with
one	of	our	readymade	Employee	Evaluation	Forms	and	customize	it	with	Jotform	Form	Builder	to	create	the	perfect	evaluation	form	for	your	needs.	Rearrange	the	template	layout,	add	and	update	questions,	upload	your	company	logo,	and	more	—	you	can	even	get	visual	by	adding	tables	and	rating	scales!	Monitor	employee	progress	online	with	our
free	Employee	Evaluation	Forms	to	decrease	paperwork	and	conduct	more	efficient	performance	reviews.	An	appraisal	form	is	a	document	that	managers	and	human	resources	staff	use	to	evaluate	the	performance	of	employees.	The	form	often	includes	ratings	and	room	for	comments	on	performance.	On	an	appraisal	form,	managers	keep	track	of
employees’	achievements	and	contributions	during	a	specific	period.	They	also	indicate	the	employees’	areas	of	strength	and	weakness.			Managers	often	use	the	performance	appraisal	form	to	guide	them	through	an	employee’s	performance	review	by	highlighting	specific	items	to	discuss.	When	going	through	the	appraisal	form,	both	the	employee
and	manager	can	work	together	to	create	goals	for	the	employee.			Related:	Employee	Evaluation	Form			How	to	create	an	appraisal	form	A	well-made	performance	appraisal	form	helps	both	you	and	the	employee	understand	what	the	employee	is	doing	well	and	how	they	can	improve.	Include	relevant	appraisal	factors	that	break	down	the	evaluation
by	different	skills	and	qualities.	Customize	the	form	to	fit	your	company’s	goals	and	the	metrics	you	want	to	track	for	your	employees.			Here’s	what	to	include	when	creating	an	appraisal	form:			1.	A	rating	rubric	Think	of	the	key	objectives	of	an	employee’s	role	and	separate	them	into	different	categories.	Then,	rate	how	well	they’re	meeting	each
objective.	A	common	rating	system	is	the	5-point	rating	scale.	Detail	what	each	rating	means	to	help	managers	in	different	departments	rate	employees	consistently.	Here’s	an	example	of	what	each	number	signifies	in	this	type	of	rating	scale:			1	=	Poor	(consistently	fails	to	meet	expectations)	2	=	Fair	(frequently	fails	to	meet	expectations)		3	=	Good
(usually	meets	expectations)	4	=	Very	Good	(frequently	surpasses	expectations)	5	=	Excellent	(consistently	surpasses	expectations)	2.	The	employee’s	achievements	Most	employers	fill	out	a	new	appraisal	form	for	each	performance	review.	Highlight	the	employee’s	greatest	achievements	during	the	review	period.	Include	what	projects	the	employee
successfully	completed	or	what	they	did	well.			3.	What	the	employee	can	improve	on	Think	about	what	areas	the	employee	could	improve	on.	For	instance,	an	employee	might	not	communicate	well	with	the	team	or	they	might	show	up	late	frequently,	hurting	their	productivity.			4.	Improvements	since	the	last	review	If	the	employee	has	already	had	a
performance	review,	note	the	things	they	have	or	haven’t	improved	since	your	last	meeting.	Detail	what	actions	they	took	to	meet	their	previous	goals.	By	reflecting	on	what	worked	for	them,	they	can	use	this	insight	for	their	new	goals.			5.	The	employee’s	professional	goals	Help	the	employee	create	new	professional	goals	for	this	next	review	period.
Choose	SMART	(Specific,	Measurable,	Attainable,	Relevant,	Time-bound)	goals	so	the	employee	is	more	likely	to	accomplish	this	goal	in	a	set	timeframe.			6.	Comments	from	the	employee	The	employee	comments	section	lets	employees	explain	themselves	in	writing.	Here	they	can	include	why	their	work	isn’t	meeting	company	standards,	or	they
could	express	what	they	enjoy	about	their	position.			Performance	appraisal	template	An	appraisal	form	should	help	you	thoroughly	evaluate	your	employees.	It’s	a	useful	tool	to	keep	track	of	their	efforts	and	achievements.			Here	is	a	performance	appraisal	template	you	can	use:			Employee’s	name:	Position:	Department:	Supervisor’s	name:	Review
period:	Date	of	performance	review:	[Objective	1]:	[rating]			[Objective	2]:	[rating]			[Objective	3]:	[rating]			[Objective	4]:	[rating]			[Objective	5]:	[rating]			Overall	rating:	[number]/25			Achievements:			Areas	of	improvement:			Actions	the	employee	took	to	improve	from	their	previous	review:			Professional	goals:			Employee’s	comments:			Appraisal
form	example	Fully	complete	an	employee’s	appraisal	form	so	they	can	learn	how	they’re	doing	in	each	aspect	of	their	job.			Here	is	an	example	to	get	you	started:			Employee’s	name:	Lisa	Nelson	Position:	Marketing	specialist	Department:	Marketing	Supervisor’s	name:	Jorge	Diaz	Review	period:	7/1/19-1/1/20	Date	of	performance	review:	1/12/20
Collaboration:	4	Lisa	participated	actively	in	the	team	meetings	for	the	latest	marketing	campaign.	She	collaborated	well	with	the	graphic	designer	on	the	campaign	to	ensure	the	graphics	matched	the	campaign	goals.	Work	ethic:	5	Lisa	has	thrown	herself	into	her	new	position	and	is	putting	in	the	effort	to	understand	and	excel	at	her	new
responsibilities.	Problem-solving:	3	Because	she’s	new	in	the	position,	Lisa	tends	to	go	to	her	supervisor	immediately	when	she	faces	a	problem.	She’s	slowly	gaining	more	confidence	in	herself	and	learning	how	to	work	through	problems	when	they	arise.	Decision	making:	5	Lisa	shows	good	judgment	when	developing	marketing	materials.	She
consistently	uses	market	research	on	customer	trends	to	make	decisions	about	marketing	campaigns.	Organization:	4	Lisa	usually	arrives	on	time	and	is	ready	to	start	work	immediately.	On	the	two	days	she	arrived	late	during	this	review	period,	she	worked	late	to	work	her	full	shift.	Her	organizational	skills	allow	her	to	work	efficiently	on	her
marketing	campaigns.	Overall	rating:	21/25			Achievements:	During	her	review	period,	Lisa	was	promoted	from	marketing	associate	to	marketing	specialist.	In	this	new	role,	she	is	working	hard	to	prove	that	she	is	ready	for	more	responsibilities.				Areas	of	improvement:	Lisa	could	improve	on	trying	to	solve	problems	before	seeking	assistance.		
Actions	the	employee	took	to	improve	from	their	previous	review:	Her	previous	goal	was	to	come	to	work	on	time	more	consistently.	Lisa	made	great	strides	in	achieving	this	goal.	When	she	comes	in	late	occasionally,	she	is	sure	to	stay	late	to	make	up	her	time.			Professional	goals:	During	our	review,	Lisa	expressed	that	she	wants	to	be	confident	in
her	new	role.	She’s	working	toward	this	goal	by	trying	to	rely	on	herself	to	solve	more	problems.				Employee’s	comments:	This	has	been	a	busy	review	period	for	me.	Now	that	I	know	my	strengths	and	weaknesses,	I	look	forward	to	working	toward	my	new	goals.				Frequently	asked	questions	about	appraisal	forms	Appraisal	forms	are	a	great	way
employers	can	keep	track	of	their	employees’	performance.	The	key	is	to	make	sure	you’re	consistently	filling	the	form	out	with	impactful	appraisal	comments	so	you	can	accurately	rate	your	employees.			Here	are	common	questions	employers	ask	about	appraisal	forms:			Can	employees	have	an	appraisal	form	to	fill	out?	Before	your	employee’s
performance	review,	give	them	a	self-evaluation	form	to	complete	that	has	them	identify	their	strengths	and	areas	for	improvement.	This	can	help	them	reflect	on	their	efforts	and	gives	you	or	their	manager	a	good	idea	of	how	the	employee	thinks	they’re	doing.			Why	are	appraisal	forms	important?	They’re	important	because	it	helps	the	employer
create	an	objective	evaluation	of	an	employee.	When	team	members	receive	regular	feedback,	they	can	focus	their	attention	on	areas	they	need	to	improve	and	feel	motivated	by	learning	their	strengths.			Should	employers	get	appraisal	forms?	To	learn	how	you’re	doing	as	an	employer,	you	could	have	your	staff	fill	out	an	appraisal	form	to	evaluate
you.	Employees	may	appreciate	that	you’re	putting	in	the	effort	to	be	a	better	leader.			What	is	the	best	appraisal	method?	The	best	appraisal	method	can	vary	based	on	industry,	your	evaluation	goals	and	your	preferences.	Using	a	numerical	ranking	system	helps	you	quantify	performance	and	make	easy	comparisons	from	one	evaluation	to	the	next.
Combining	the	rankings	with	written	statements	and	specific	examples	gives	a	well-rounded	picture	of	the	employee’s	performance.			What	is	the	difference	between	a	performance	appraisal	and	a	performance	evaluation?	The	terms	performance	appraisal	and	performance	evaluation	are	often	used	interchangeably.	They	both	describe	the	process	of
reviewing	an	employee’s	work.	A	performance	review	is	another	common	term	used	to	describe	the	evaluation	process.	Your	company	can	determine	how	often	to	conduct	evaluations	using	the	performance	appraisal	forms	and	how	to	implement	them.
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