 

	
	PERFORMANCE APPRAISAL

	


	NAME OF OUTSOURCED MANPOWER:    
POSITION TITLE:     

PLACE OF ASSIGNMENT:    
PERFORMANCE PERIOD:     



	PART I
Performance Review

	Instructions: 
1. Indicate the performance and targets of the employee for the given month. The Key Performance Indicators (KPI) could also be indicated.  

2. Indicate the actual performance of the employee in comparison to the set targets. 



	Key Performance Indicators
	Actual Performance
(Outputs/results)



	1.

	

	2.

	

	3.

	

	4.


	


PART II
(Behavioral Factors)

Instructions: Please encircle your rating based on the factors being measured based on observable 
        behaviors/actions of the employee at a given rating period











ASSIGNED

1
Job knowledge







  POINTS

Consider the ratee’s knowledge gained through prior

Experience, general education, specialized training

** Well grounded and informed about the job



           10
9

** Knowledge sufficient enough to perform with out assistance


8
7

** Adequate grasp of essentials but needs some assistance


6
5


** Requires considerable assistance





4
3

** Knowledge inadequate







2
1

2 Quantity of work/workload

Consider the volume (workload) performed under normal conditions

(Disregard errors)

** Workload almost always above the average



           10
9

** Workload occasionally above the average volume/level



8
7


** Workload at average volume/level





6
5

** Workload under average volume/level





4
3

** Workload way below average volume/level




2
1

3 Quality of work

Consider the neatness, accuracy, acceptability of the results

Regardless of volume or level

** Exceptionally neat, accurate and acceptable; practically


           10
9

     with no mistakes





** Usually neat, accurate and acceptable; with occasional errors


8
7

           ** Generally neat, accurate and acceptable; seldom needed to 


be checked








6
5

           ** Work often unacceptable; with frequent errors or rejection


4
3

           ** Work generally unacceptable; with too many errors or rejections


2
1

4 Versatility and adaptability

Consider the demonstrated ability to cope with varied situations

and problems

** Exceptionally versatile and adaptable under variable situations

            10
9

** Usually versatile and adaptable under variable situation



8
7

** Average








6
5

** Below Average








4
3

** Poor








 
2
1


5 Industry

Consider the degree of conscientiousness and extent of dedication

Put into the performance of the job

** Exceptionally conscientious and dedicated



           10
9

** Usually conscientious and dedicated; need not be watched


8
7

** Average








6
5

** Below Average








4
3

** Poor









2
1

6 Initiative

Consider the ability and spontaneity to contribute, develop and


Carry out new ideas or methods related to the job


** Shows exceptional initiative and resourcefulness resulting in

           10
9

    frequent savings in time or expense for company







** Shows high degree of initiative and resourcefulness; need not


8
7


  be prodded









** Average; needs to be prodded sometimes




6
5

** Below Average








4
3

** Poor









2
1

7 Reliability

Consider the capability to perform the job with efficiency,

Effectiveness and fidelity

** Exceptionally reliable and dependable in the performance of the

           10
9

  job











** Usually reliable and dependable to deliver end results 



8
7

** Average reliability and dependability





6
5

** Below Average








4
3

** Poor









2
1

8 Judgment and common sense

Consider the ability to think intelligently and logically and make

Sound decisions

** Exceptionally with good judgment and common sense


          10
9

** Usually with good judgment and common sense




8
7

** With average judgment and common sense




6
5

** Below Average








4
3

** Poor









2
1

9 Cooperation and concern

Consider the manner and attitude put in the performance of the

 Job as well as the effort to contribute to collective endeavor

** Exceptionally cooperative and goes out of the way to contribute;


10
9

  manifest concern








** Usually cooperative and concerned





8
7

** Generally cooperative and concerned





6
5

** Below Average








4
3

** Poor









2
1

10
Attendance and punctuality

Consider the physical presence on the job and the promptness

of attendance put into the performance

** Perfect attendance and exceptional in punctuality



10
9

** Nearly perfect in attendance and almost always punctual


  
8
7

** Average








6
5

** Below Average








4
3

** Poor









2
1


Total points in PART  II (add encircled numbers) ………………….      ____________   
	III. Overall Performance Rating

	Place an “x” mark below to indicate the ratee’s overall performance rating.

	 FORMCHECKBOX 
 90 -100            Significantly Exceeds Expectations (Outstanding) 
 FORMCHECKBOX 
 83 -89              Exceeds Expectations (Very Satisfactory)
Note: An obtained rating of Satisfactory and below shall be deemed as non-renewal/termination of services of the aforementioned personnel:
 FORMCHECKBOX 
 75 - 82             Meets Expectations (Satisfactory)
 FORMCHECKBOX 
 65 - 74             Needs Improvement (Poor)
 FORMCHECKBOX 
 64 – below      Unacceptable Performance (Failed)

	REMARKS: (Cite the employee’s strengths, work attitue, and areas for improvement or other reasons for the employee’s non-renewal/termination) (Kindly use separate sheet, if necessary)


	Definition:
Significantly Exceeds Expectations 

Achieves excellent quality of performance. Provides highly valued contributions to the whole organization and entire team. Exhibits exceptional expertise in doing his tasks and continuously develops his skills and knowledge. Strongly supports and adheres to individual and organizational development.

Exceeds Expectations 

Reliably delivers more than what is expected. Provides important contributions to the whole organization and entire team. Exhibits strong expertise in doing his tasks and continuously develops his skills and knowledge. Supports and adheres to individual and organizational development.

Meets Expectation

Attains and sometimes exceeds expectation. Acknowledged as a contributor to the whole organization and entire team. Competent in doing his tasks and develops his skills and knowledge. Accomplishes assigned responsibilities with some guidance. Contributes to the development of others.
Needs Improvement 
Generally performs as expected but sometimes falls short of objectives. Supervision is required in order to achieve targets. Demonstration of desired skills is lacking consistency.

Unacceptable Performance 

Performance is completely unacceptable. Ratee failed to meet the major targets. Competencies needed to perform on the job were rarely demonstrated. Constant supervision in accomplishing tasks is necessary.


	 
	Assessed by
	Final Rating by

	 
	 
	 

	Name of Ratee
	Immediate Supervisor / Division Chief
	Bureau / Service Director
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