EMPLOYEE PERFORMANCE FORM

	Employee Name:
	Designation:



	Date of Joining: 
	Employee Code:

	Department:

	Review Period:


GRAND TOTAL:

	Key Factors Assessed
	Value Factor
	Category total
	Total

	Skills / Knowledge
	6 X
	
	

	Personality development
	2 X
	
	

	Leadership
	2 X
	
	

	TOTAL VALUE POTENTIAL (Sum of all category totals)


	


YOU GET A   _____________   Flag.

Performance Criteria:
Below 400 Points: Non–Performance [Red Flag] – No salary hike(0%)

400-600 Points:     Performance not up to the mark [Orange Flag] –                         

                               Under Observation, salary hike ( 0 to 10%)
600 – 800:              Can do better [Yellow Flag]


                    Promotion due next appraisal, salary hike (10 to 20%)
Above 800:           Outstanding [Green Flag]

                    Promotion, salary hike (20 to 30%)

Reviewer’s Comment______________________________________________________

Reviewer’s Name__________________

Date_________________

	Value Factor Ratings

	Weightage of each parameter : (Range – 1 to 6)

	Employee’s Ability Ratings

	<2=Unsatisfactory
	3-5 =Satisfactory
	6-8 =Above average
	>9=Outstanding


SKILLS   & KNOWLEDGE

The extent to which the employee possesses the practical/technical knowledge required by the position.

Makes effort to constantly prove themselves.

	Factors Assessed
	Value Factor
	Employee’s ability (10)
	Total

	Productivity
	2.5 X
	
	

	Error Rate
	2.5 X
	
	

	Turn Around Time
	2.5 X
	
	

	Knowledge of Subject
	2.5 X
	
	

	CATEGORY TOTAL (Value * Ability) 


	


PERSONALITY   DEVELOPMENT

The extent to which the employee works towards improving his personality. 

	Factors Assessed
	Value Factor
	Employee’s ability (10)
	Total

	Communication Skills
	3 X
	
	

	Attendance
	3 X
	
	

	Innovativeness
	2 X
	
	

	Office Etiquettes
	2 X
	
	

	CATEGORY TOTAL (Value * Ability) 


	


LEADERSHIP QUALITIES
The extent to which the employee has demonstrated integrity and responsibility in the workplace and community.
	Factors Assessed
	Value Factor
	Employee’s ability (10)
	Total

	Team Work
	2 X
	
	

	Responsibility
	2 X
	
	

	Initiative
	2 X
	
	

	Company Loyalty
	2 X
	
	

	Stress Management
	2 X
	
	

	CATEGORY TOTAL (Value * Ability) 


	


_________________________                                                             ________________

Project Manager’s Signature                                                                         Date

Overall Self Assessment

A) Whether assigned was done as per standards. YES/NO 

            If the answer is ‘NO’ mention the  reasons: 

            _______________________________________________________________

           ________________________________________________________________


_______________________________________________________________

B) Assignments / Goals during the period.

	Assignments/Tasks/Objectives
	Target Goal
	Achievements

	
	
	

	
	
	

	
	
	

	
	
	


C) List out the aspects you learnt new during this period:

           _______________________________________________________________

           ________________________________________________________________


_______________________________________________________________

D) Any Suggestions / Comments

           _______________________________________________________________

           ________________________________________________________________


_______________________________________________________________

__________________




________________

Employee’s Signature






Date
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