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Sample performance appraisal form hr manager

Example 6. Teacher performance evaluation report

TEACHER PERFORMANCE EVALUATION

B I st i s b e L Greti() tsghet® . . -
Subjects :qu;hq: e ———————aaimicminsiin T T VNG oot iiioniaiimnieianas i
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Scoring: Plexse tick an appropriate box for each evaluation item acconding to the soores below.
1 PERFORMANCE INTHIS AREA 15 UNSATISFACTORYMNOT MEETING STANMDARDS
2 SATISFACTORILY MEETS STAMNDARDS OF EXFECTATRIMNS MOST OF THE TIME

3 SATISFACTORILY MEETS STANDARDS OF EXFECTATIONS ALL OF THE TIME

A FLANNING 1 ¥ |
& Sysiematically plens for instruction

b Assesses Stucents of Course obectives it required,

£ Prowcides for instruction of students with exceptionsl peeds
EVALUATOR COMMENTS:

L INSTRUCTIOMNAL TECHNIGUES AND STRATEGIES 1 F 3
& Sebects appropriste Mrason obpectives for Curicular sdherence andior student kel

I, Salects teaching methods and practioes strateg s approprate 6o the i complishiment of the oblective
& Adjusns tesching techniqued 1o el the nessdd of the ludents

ol Prisdiis matenals Chearly

& Monitoes sudent prognes and understanding Throughout The BETen/unit

EVALLIATOR COMMENTS:

L ADHERENCE TO CURRICULAR OBIECTIVES 1 F |
& Adhpres to curicular objecthees and goak while considering students” individial diffesences
I, et appropriste instructional materislk, & svallable

£ Prowides for instruction of stodents with exceptions neecs

EVALLIATOR COMMENTS:

CLESTABLISHMENT AND MAINTENANCE OF A SUNTAELE LEARNING ENVIRONMENT 1 2 3
& Provides an sducational ervironment to reflect subject anead taught: stimulates stedent achiesement
. Madntsing student discipline and clasireom conteol conshtent with school Mandards

. Maintaing an orderdy and safe physical ervisonment

EVALUATOR COMMENTS:

E PROFESSIONAL ACTIVITIES 1 F 2
& Employs grading practices which are conslitent with school snd national grade beeel policies

I, Prowhdes plarg and matedsl for subiutes

€ Keeps accurate. timedy reccrds and provide nequestid data from them

ol o un i bis with iludentd, plments, snd ather perscnnel in 4 profedtionsl mbnoer

. Participates in curriculum neview and revidion, and school plan development and implemaentation
L Actively U ppans O0-oumculsl Sl exiri-ounrecular 3tivities
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EVALLATOR COMNMENTS:

EVALUATOR OVERALL COOMMENTS: OWERALL RATIMG:

Re-Employment recommendation:  Retain Retain but must Do not retain Refer to

[Circle ovwe chodce ok sheows impronsermeent Lo hool Board
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Performance Appraisal Form
(including supervisory skills)

Employes Name: Pasition:
Supervisor Name: Department:
Review Period: Date:

Instructions: Rate the emplayee's performance during the review period by checking the maost
appropriate numesical value in @ach section. To determineg the overall performance raling, add
the numerical values together and divide by eight (or 11 if the supervisor section was
compleded). Prior fo the perfarmance discussion with the employes, a detailed plan lo address
areas raled “needs impravament” or "unacceplable” must be submitted to the depariment head
and human resources far review.

Rating scale:

5 Excellent (consistently exceeds standards)

4 Outstanding (frequently exceeds standards)

3 Satisfactory (generally meets standards)

2 Meeds improvement (frequently fails to meet standards)
1 Unacceptable (fails to meet standards)

Job knowledge

Knowledge of products, policies and procedures; OR
knowledge of techniques. skills, equipment, procedures,
and materials,

Quality of work

Freedom from errars and mistakes, Accuracy, quality of
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mo
Commanioanes & credible e cenvinoing
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Interview Evaluation Form e
A is reg for each interviewed. This form is valuable in
supporting the hiring decision.
Applicant Nama: | | Imterview Date: |
Job Opening ID: | | DeptjPosn #:|
Interviewer: | Inberview Type:|

Rate the applicant: O (Not Applicabies) 0 (Unsatisfactory) 1 (Marginal) 2 (Satisfactory) 3 (Superior)

Category Interview Rating

Technical Skills 4 o] o[ 2020 =1

Education/Training o D o D i 2 s

mwm : o[ ] o] 1[] 2 D 3]

o-pmh-unnlls.ldlh_- o[d o] 2[J 200 57
Comments: |

Training o[ ] o[ [ =2[] =1
Comments; |

Communication o] o 20 20 =3

Enter an Overall Rate (sum of above) Overall Rating:

Eriter a final recommendation: [] 020-Make Offer [ | 110- Not Chosen® [ 120-Withdrawn®

*1f you choose 116-Not Chosen or 130-Withdrawn, you must indicate a Recommendation Reason below:

110 = Mot Chosen 120-Withdrawn Reason
O Did ot show fior interview [ ot as qualified as others. O Ancther jon

] Test/Work Samphe Sooees L] Sesected for ather pasition ] changed Mir

) Insufficient Skills ] Refused Offer ] Mours/Wesk Schedule
[ Reference Checks Unsatisfactony [ Good Skis/Exp, not 1™ choloe Job Duties

[} Poor Interview [ Ucenses/Certificates Salary Too Low
Comments:

Mote: A summary of sll of the Interview [valustions for each candidate ihould be uted 10 enter one evaluation inta the
CUBS system
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RATE EAcH FacToR | T DS24007 o OS24008
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i=] DOcomgsient O teeded [

CHECHKING SUB-TEMS CRTICHAL
(RECOMMENGID)

El__., . i D....

FACTOR

O s

[ | cosneran

D e
0 |meerrons

# suppor fasks, g fing. deta
enary, receptonl duies. ande/ping. You efisently oganize md comglele
5 e fo

st s of e
prebsm-ashing ¥ Croanere your tme well andRasde lat-mnate praed
PSR Wi apiorE: | =an ecun e o 1o et Ehings. Sene.

| Conzems win dain entey sceuracy weee aidressed in Fetruary 2004 and
. our

¥iou e Tarrilaiond yourietl with sysdms and 1 Rather develaong you
Extel bmeing by

| smounry 2005

5 00 your mn, and
For

-
auamget, Deing Bl w Coworers when needng fo Wit K them o
omples e pat ol pioject Bekers you can ngul Bee dala. We have
dacursed better ways 1o handie wih stuabons

1 1 Barve seecied 10 spask i you fwion about e amount of e sent o
P vl Wi e b

BT S0C Betivben 11 BN LA 58 BN P Sngiinned sosences
weere aEbed g i Nl Deriod. ind Sinte July Bent Sark bees
imprernest
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How to fill performance appraisal form for hr executive. Sample performance appraisal form for hr manager. Hr performance appraisal job description. Sample performance appraisal for human resources. Performance appraisal for manager examples. What do you write in a performance appraisal form.

C-21 support documents, C-23 complaint procedures, trial period for regular staff self-valuisal employees (module A) Evaluation of work performance (module B) Memorandum Administrative UHS (Sam) 02.A.11 approved by : signature obtained "4, ,, ,, ,AN 11/04/2021robert K. 8.3, ,, DURING the Final Port of the Interview, supervisors and employees
Should detampt to Summarize What Was Said in the Course of the Appraisal. This policy establishes the guidelines for the evaluation of the performance of the employees of regular staff in accordance with the process of evaluating the performance of employees of the staff of UHV. For each employee of the non -regular staff are freedom and the
twelve (12) initial months of work for each regular employee are freedom. Estations provide a means to inform employees of the quality of their work and to identify the areas of the performance that may require improvements. The transfer or promotion to new positions-the communication between supervisor and employee should take place as
regards the new duties and employees of employees, the level of performance and future action plans. Employees should add comments to the comments of the form employees, if they want it. No policy or procedure must be used to discriminate any individual or group due to breed, color, religion, national origin, sex (including pregnancy), and,
disability, veteran state, genetic information, sexual orientation, gender identity, expression gender or any other legally protected status. Definitions of regular employee-university employee staff It is appointed for at least twenty (20) hours per week on a regular basis for a period of at least four and a half months. employed in positions for which the
status of student is as a condition of employment and those employees who hold teaching positions classified as the faculties. If the completed assessments are not provided by an established date, the supervisor at the appropriate cabinet level. The employees of the complaint process that do not agree with their assessment of the services have the
right to submit a complaint in compliance with the complaint procedures outlined in C-21 policy, complaint procedures. In addition, performance assessments are a precious management tool to help make personnel decisions including, but not limited to, training needs, subscription remuneration adjustments, transfers, promotions, career
development. Evaluation of the performance-a formal evaluation by the immediate supervisor of employees' performance during a specific period of time using the form of official evaluation of the performance of the staff of the University. However, it is necessary to periodically conduct formal performance assessments as described below. 12. The
Department of Human Resources Monitor the process to ensure that all the assessments requested are completed. Leading program of services an effective performance evaluation process requires ongoing communications between employee and supervisor to ensure that the employee has a clear understanding of the expectations of supervisors and
continuous feedback on how he is doing in the workplace. Glenn, Ph.D.a ,, ,, ,, ,, ,, Datepresident next review dates: a ,, ,AT, ninember 2026 (5 yrs) origination: a ,, ,, ,, ats ats , ,Olution Human Resources Comments/Questions if there are any comments and/or questions regarding this policy, please contact the director of human resources. The



completed performance assessments will not be made available to Different from the employee, to the immediate supervisor of the employee and/or the supervisor at the cabinet level or to the written consent of the employee or in accordance with the state or federal law. This self -assessment allows employees to provide a list list Their successes, list
how their actions have helped the unit to achieve its goals, indicate where they feel excelled, indicate that they think they work and do not work well in the units and/or indicate if there is any particular assistance they need, etc. Annual performance assessments -all the employees of regular staff will receive performance assessments every year. The
self -assessment helps supervisors to evaluate the employee, to develop strategies to improve weak areas and set objectives achievable for the next evaluation period. This is a key step in advance in completing the work assessment form (module B) and allows a more productive and in -depth exchange between supervisor and employee during the
performance meeting. 7. Through the performance evaluation interview, the supervisor can openly communicate with employees on performance. The immediate supervisor is responsible for conducting performance assessments for all employees under her supervision. The Department of origin should also maintain a copy for their record. Part-time
and temporary workers-the performance assessments are not required for part-time employees (less than 0.50 et) and temporary (less than 4.5 months); However, supervisors can be used to evaluate work performance. The wage adjustments of merit will not be approved unless an evaluation of current services has been conducted and the annual UH
system and the compulsory training of the campus has been completed within the published deadline is required and required. Supervisors should clearly define problems, set improvement objectives and encourage employee participation. Performance evaluation process 1. each Solar (usually in October), the Department of Human Resources
provides each supervisor with the appropriate forms and instructions to be used during the performance evaluation process. E olution are not required for people people in a position that requires student status as a condition of employment, people employed in temporary or part-time positions (less than 0.50 feet) and temporary employees (less than
four and a half months); However, supervisors have the possibility of using performance assessments to evaluate the work performance of part-time and temporary employees. 9. A form of evaluation of final composite work services will be prepared by the supervisor and forwarded to the employee for the signature. The supervisors will work with the
Department of Human Resources in communicating the importance of the process of assessing the services in the distribution of all the assessment materials of the services requested and in ensuring that the assessments of the services are completed in a timely manner. 2. The supervisors will compile the upper part of the employee self-assessment
form (module A) and distribute the form of self-evaluation of employees to each employee of their department to complete. Esplored exempt -an exempt employee is paid on a monthly salaried basis and is used to work in a place classified as an exempt from salary regulations for extraordinary in accordance with the Fair Labor Standards Act (FLSA).
(Refer to passage 4 below) 4. Employees and supervisors will both complete the work assessment form (MODULE B) before the interview. The cabinet supervisors are responsible for ensuring that all supervisors who report lead them to services on all employees of regular staff in their respective departments in a timely manner as specified in this
policy. If copies of the performance assessments are maintained within the employment department, they will be guaranteed in a confidential for the duration of the employee's task in that department. They must be used as a positive and constructive tool to measure the performance of an employee. Self -assessment form of employees (module A) and
form of evaluation of work work services B). The responsibility and monitoring of the Department of Human Resources are responsible for the administration of the University's services assessment system. In addition, a witness should be called to sign the performance evaluation form that confirms that the employee has received a copy of the
evaluation. The form reflects the evaluations, objectives, plans and comments with which there was an agreement or disagreement. The supervisors must therefore: review the work requirements; Review the objectives and standards previously communicated with the employee; Review the form of self -assessment of employees; Evaluate the
performance of the work with respect to work expectations for the period assessed and evaluate accordingly. The assessments will be objective, rather than subjective and will focus on the performance of work rather than on personal attributes; Note any variances in the performance of employees who must be discussed and provide specific
examples of these variance; And consider the career opportunities or limitations for the employee and prepare to discuss them. The supervisor collects relevant data relating to the work requirements and objectives and standards established. Supervisors should communicate ways to develop, maintain or improve performance. A copy of the signed
evaluation document will be maintained in the official employee staff in the Human Resources Department. The assessments of the services help supervisors to provide valuable feedback to employees relating to their work services and university expectations. The upper section informs the employee of the date of the performance meeting and the
date on which the A module must be returned to the supervisor. The objectives of the evaluation process are to provide performance standards defined on the basis of employees description of the current work to ensure that employees know what they expect from them; To encourage supervisors and employees to have face -to -face discussions and
let employees know how they are doing in terms of terms their work performance; and express appreciation for exceptional contributions and services; On the contrary, discuss the areas of performance in which an improvement is possible or to outline plans to improve performance. 10. If the employee refuses to sign the form of assessment of the
performance of the work, the supervisor that leads the evaluation must indicate thus noting that the employees refused to sign and starting the date of the refusal. Any changes to politics, procedures or forms relating to the assessments of the services will be communicated immediately by the Director, the human resources to the supervisors. All new
staff employees will be monitored by their supervisors during the trial period to determine whether the employment should be continued. All regular employees and suitable for staff who have completed their trial period must receive a formal evaluation for performance at least once a year. The supervisor should plan the evaluation interview in
advance with adequate notice. The Director of Human Resources Contracts the supervisors when the assessments of staff performance were not sent for inclusion in the official staff files. Employees should leave the evaluation interview knowing which standards have been used to evaluate their services and how well they have achieved these
objectives. The signature of the recognition indicates only that the employee has read the evaluation, not necessarily an agreement with the evaluation itself. The employee should be provided with a copy of the final work performance assessment form within a week. The confidentiality of the performance assessments must be maintained in the
maximum measure possible. Comments are required to support the overall evaluation of Other provisions that apply to the test occupation can be found in university policy, C-23, trial period for regular staff employees. 3. When supervisors distribute the form of self -assessment of employees employees A) it may also be necessary to distribute a copy
of the work assessment form (module B) to each employee of their department to complete. In the case of more supervisors, the evaluation will be conducted by the supervisor who supervises most of the work (more than 0.50 feet); or the head of the department can request separate and independent evaluations from each supervisor; Or all
supervisors may be required to provide information to be completed in a single document. The method should be chosen to ensure that the employee is evaluated fairly. If an employee has two (2) assignments of .50 FTE each, both supervisors will carry out a performance evaluation. The new supervisor has access to the assessments of the previous
supervisor on request. The assessments of the services must be scheduled, conducted and documented according to the provisions of this policy. (This passage is optional for the discretion of the Department Managers; however, it should be consistent within a department.) 5. Before conducting the performance evaluation interview, the supervisor
identifies and developed articles to be treated in the session6. The employee and the supervisor will therefore meet to discuss the assessment of work performance. Politics The University of Houston-Victoria (UHV) recognizes the value of its employees and understands that the quality of university services depends on the employees. Note: Employees
do not return the work performance assessment form that they fill in independently of the supervisor until the performance interview meeting (passage 6). Employee non-exempt-a non-exempt employee is paid on a biseptimanal basis and is used to work in a position classified as subject to the regulations of the extraordinary of the Flsa. 11.a¢ac¢a ¢
a ¢ a ¢ ad¢ atthe conclusion of the evaluation process, the Department of origin should submit the form of assessment of the work performance completed to the Department of Human Resources for for In the official staff file. About an hour should be scheduled for the interview. Note: The date for the meeting of the evaluation interview should be
communicated to the employee in the form of self -assessment of employees during passage 2 of the process. Note: employees have the possibility to forward the form of self-evaluation of employees to the Department of Human Resources for the presentation in their staff file. file.

01/01/2015 - Performance Appraisal Revisited. 2nd ed. London: IPM Information and Advisory Services. 5.). A primary aim of the performance appraisal is to measure the performance of an individual against the given objectives. Performance appraisal includes the employees, management, supervisors and the units those are most responsible in the
organisation. 24/10/2018 - Because a performance appraisal is meant to provide constructive feedback, it is crucial that appropriate language and behavior are used in the process. Human Resources (HR) are the support system for managers and supervisors to be trained in tactfully handling the appraisal process. The performance appraisal process:
22/03/2010 - Meaning Performance appraisal is the step where the management finds out how effective it has been at hiring and placing employees . A “Performance appraisal” is a process of evaluating an employee’s performance of a job in terms of its requirements. 6. 03/02/2022 - Which Format Should We Use? Performance appraisals can be a
daunting task because of how tedious the entire process can be. Choosing the right appraisal format for a company’s specific context can help make it easier for all stakeholders—human resource coordinator, finance head, direct manager, colleagues, and subordinates—to efficiently carry ... This is the Southeastern PPR Comments webpage. The
rating scale for Performance Planning and Review is made up of five factors: Poor, Needs Improvement, Meets Requirements, Exceeds Requirements, and Outstanding. Any factor rated poor or needs improvement MUST have performance comments. For any factor, performance comments should support the rating given. Traditionally either the HR
department or reporting manager of an employee asks the subordinates to provide their feedback. ... 360-degree performance appraisal form sample . Instructions for the 360 Degree Performance Review: Kindly respond to each statement provided in the respective categories on the pages. 28/04/2015 - Job Performance Evaluation Form Page 3 I.
Project manager performance form Name: Evaluation Period: Title: Date: PERFORMANCE PLANNING AND RESULTS Performance Review Use a current job description (job descriptions are available on the HR web page). Rate the person's level of performance, using the definitions below. Review with employee each ... 29/04/2015 - Job Performance
Evaluation Form Page 3 I. Retail store manager performance form Name: Evaluation Period: Title: Date: PERFORMANCE PLANNING AND RESULTS Performance Review Use a current job description (job descriptions are available on the HR web page). Rate the person's level of performance, using the definitions below. Review with employee each
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