



SAMPLE MASTERPIECE LIVING EMPLOYEE PERFORMANCE APPRAISAL

Employee Name: 






                    




Dates of Appraisal Period: From: 


To: 


Date of Appraisal: 




Type of Appraisal:




Job Title: 









PERFORMANCE FACTORS

Write a description of the results achieved for each performance factor. Place an "X" by the rating that best defines the employee's overall performance on each factor during the rating period. Use a plus (+) or minus (-) to the right of the code to more specifically describe the performance. The rating codes are described at the end of this form.


	QUANTITY OF WORK - Consider the volume of work produced.

	Volume exceptionally high.
	Volume clearly exceeds requirements.
	Volume meets requirements in a fully acceptable manner.
	Volume often does not meet requirements.
	Volume fails to meet requirements.
	Not determined.

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND


Supporting Comments: 














	QUALITY OF WORK - Consider accuracy, completeness and neatness of work.

	Work exceptionally accurate, complete and neat. Rarely makes mistakes.

	Work accurate, complete and neat. Seldom  makes mistakes.
	Accuracy, completeness and neatness of work is fully acceptable.
	Work often unacceptable. Makes frequent mistakes.
	Inaccurate work. Makes excessive mistakes.
	Not determined.

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND


Supporting Comments: 














	JOB KNOWLEDGE - Consider the degree of knowledge and thoroughness necessary for performance of the job, as well as its impact on total department operations.

	 Job knowledge is exceptional. Contributes to the success of operation.

	Good understanding of the business and the department’s success requirements.
	Knowledge of the job is acceptable.
	Knowledge of the job is lacking. Frequently unable to answer questions or support department.
	Lack of knowledge causes mistakes and extra work for co-workers.


	Not determined.

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND


Supporting Comments: 














	PLANNING AND ORGANIZATION OF WORK - Consider effectiveness in organizing and completing tasks according to priority.

	Tasks exceptionally well-organized and always completed according to priority.

	Tasks well-organized and consistently com- pleted according to priority.
	Tasks organized and completed in a fully acceptable manner. 
	Tasks often disorganized. Priorities often out of order. 
	Tasks are disorganized. Unable to determine priorities.


	Not determined.

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND


Supporting Comments: 














	WORK RELATIONSHIPS - Consider cooperation with internal and external individuals in support of company and department objectives.

	Exceptionally co- operative with others.

	Cooperates well with others. 
	Cooperation is acceptable.
	Occasionally uncooperative.
	Mostly uncooperative.


	Not determined.

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND


Supporting Comments: 














	DEPENDABILITY - Consider reliability to work alone, follow through with work assignments and attendance.

	Exceptionally reliable in attendance and assignments.

	Work assignments complete with little follow-up. Excellent attendance. 
	Normally completes work as assigned. Attendance acceptable. 
	Frequently requires follow-up to ensure work gets done. Intermittent attendance problems.  
	Work does not get done. Attendance is unacceptable. 

	Not determined.

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND


Supporting Comments: 














	FLEXIBILITY - Consider ability to establish priorities and manage workload.

	Exceptional ability to manage a fluctuating workload and effectively identify priorities while under stress for results.
	Manages workload well by identifying priorities in a fast-paced, stressful environment.   
	Manages workload and priorities in an accep- table manner. Manages job stress in an acceptable manner.
	Has trouble identifying priorities. Does not manage stress well.   
	Unable to identify

priorities or manage the day-to-day stress of the job. 
	Not determined.

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND


Supporting Comments: 














	INITIATIVE AND MOTIVATION - Consider effectiveness in working with little or no supervision and taking action. 

	No supervision required. Very resourceful in taking independent action.
	Minimal supervision required. Demonstrates considerable initiative.  
	Requires normal amount of supervision. Demonstrates fully acceptable initiative.
	Requires close supervision. Infrequently takes initiative. 
	Requires constant supervision. Does not take initiative.
	Not determined.

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND


Supporting Comments: 














	LEARNING ABILITY - Consider the desire to learn and how quickly the learning happens. 

	Masters new duties and routines quickly. Retains knowledge and has a high desire to learn.
	Demonstrates a desire to learn own duties and others’; retains knowledge
	Ability to learn and retain information is acceptable.
	Little desire to learn. Frequently requires  assistance.
	Unable to learn the duties of the job and shows little interest in doing so.
	Not determined.

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND


Supporting Comments: 














	MASTERPIECE LIVING - Consider the desire to promote Masterpiece Living® principles to residents and staff. 

	Actively demonstrates & participates in promotion of core values of growth and potential.
	Actively demonstrates knowledge of philosophy & core values of growth and potential.
	Ability to learn concept of Masterpiece Living. Attends training.
	Little desire to learn or promote philosophy.
	Shows no interest in understanding or promoting core values of growth and potential.
	Not determined.

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND


Supporting Comments: 














	SUPERVISORY SKILLS - Complete this section only if supervision is a regular part of the job. If not, mark “Not Determined.”

	Plans and assigns work exceptionally well. Secures excellent cooperation and performance.    
	Plans and assigns work well. Secures very good cooperation and performance.
	Provides sufficient supervision and delegation to fully secure performance.
	Poor leader who delegates ineffectively. Often fails to secure acceptable performance.
	Very poor leader who does not delegate. Fails to secure acceptable performance.
	Not determined.

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND


Supporting Comments: 














	TRAINING AND DEVELOPMENT - Complete this section only if supervision is a regular part of the job. If not, mark “Not Determined”.

	Exceptional ability to train and coach employees. Very good at involving employees in process.
	Very effective in training and coaching staff. Staff involvement is high.
	Meets training and coaching expectations in a fully acceptable manner.
	Marginal trainer and coach. Fails to involve the staff in programs.
	Very poor trainer and and coach. Staff unable to meet their performance levels.   
	Not determined.

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND


Supporting Comments: 














	OVERALL RATING OF PERFORMANCE - Considering all factors in relation to their importance to the employee's job, place an "X" next to the rating that best describes the employee's overall performance. Use plus (+) or minus (-) for greater specificity. 

	 FORMCHECKBOX 
FE
	 FORMCHECKBOX 
 EX
	 FORMCHECKBOX 
 MR
	 FORMCHECKBOX 
 NM
	 FORMCHECKBOX 
FM
	 FORMCHECKBOX 
 ND



Based on the employee's overall performance, list primary strengths and developmental needs.

Strengths: 















Developmental Needs: 













PERFORMANCE PLANNING - Indicate what actions and training will be undertaken and when. 

Employee Signature: _______________________________________________________   Date:




Supervisor Signature: 








    Date:




Applicable Approval Signature: 







    Date:





	Ratings:

	FE
	Far Exceeds
	Consistently performs in an extraordinary manner.

	EX
	Exceeds
	Makes significant contributions beyond job demands.

	MR
	Meets Requirements
	Areas of the job completed in a fully satisfactory manner.

	NM
	Nearly Meets
	Does not consistently meet job requirements.

	FM
	Fails To Meet
	Problem areas that must be closely monitored and dramatically improved in the near future. 

	ND
	Not Determined
	Employee is too new in job to accurately rate or category is not applicable.
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