
Employee Job Performance Appraisal Form 

Employee Details 

● Full Name: ____________________________________________ 
● Employee ID: ____________________________________________ 
● Position: ____________________________________________ 
● Department: ____________________________________________ 
● Manager: ____________________________________________ 
● Evaluation Period: ____________________________________________ 

Performance Ratings 

Rate the employee’s performance using the scale below: 

Criteria Unsatisfa
ctory (1) 

Needs 
Improve
ment (2) 

Meets 
Expectat
ions (3) 

Exceeds 
Expectat
ions (4) 

Outstan
ding (5) 

Comments 

Work 
Quality 

☐ ☐ ☐ ☐ ☐  

Attendance 
& 
Punctuality 

☐ ☐ ☐ ☐ ☐  

Profession
alism 

☐ ☐ ☐ ☐ ☐  

Teamwork 
& 
Collaborati
on 

☐ ☐ ☐ ☐ ☐  
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Communic
ation & 
Interperso
nal Skills 

☐ ☐ ☐ ☐ ☐  

Customer 
Service 
Skills 

☐ ☐ ☐ ☐ ☐  

Performance Summary 

● Strengths: ____________________________________________ 
● Areas for Development: 

____________________________________________ 
● Training Needs: ____________________________________________ 
● Goals for Next Period: ____________________________________________ 

Approval Section 

● Employee Signature: ______________________ Date: _______________ 
● Manager’s Signature: ______________________ Date: _______________ 
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