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Rating: 

1 - Exceeds Expectation

2 - Meets Expectation

3 - Fair – needs improvement, more is expected

4 - Does Not Meet Expectation

Rate the employee’s performance relative to the time in position by checking the most appropriate 

rating. Make an explanatory comment to support your rating, and where possible cite specific examples 

of behavior that led to rating. When performance does not meet expectations, list specific goals for 

improvement and the date you expect them to be achieved.

This form will be completed every 3rd and 5th month evaluation and annually thereafter by the 

employees’ immediate leader. The supervisor may also ask the employee to complete a self-appraisal.  

The leader’s evaluation finalized with the employee,  is to be reviewed and signed by the SBU Head. 

Once the review has been conducted, a copy is given to the employee, a copy retained by the supervisor, 

and the original sent to Human Resources.
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