ANNUAL PROGRESS APPRAISAL
Both the employee and supervisor will use the same appraisal form. The employee will complete his/her self-evaluation selecting the appropriate rankings and indicating comments for each section and then submit the appraisal form to the supervisor who will then do the same.
	Department or Center Name:

	Employee:  
	Job Title:   

	Reviewed by (supervisor name):   
	Review Period:


INTRODUCTION:

Can you believe another year has gone by? Please provide a brief overview of the major events that have occurred in the last 12 months and how they had an impact on this position.
Overview completed by Employee
Overview provided by Supervisor
**************************************************************************************
For the self-evaluation, the employee will select ratings in each section by placing an “X” in the appropriate category in the line indicated as “employee”.  The supervisor will rank the employee by indicating an “X” in the appropriate category in the line indicated as “supervisor”. As you select ratings in the following Competency Sections, please list specific examples and accomplishments in the Comments section to support your selections.

	Core Competency:  
	
	Not
Satisfactory
	Less Than Expected Level
	Expected Level
	Consistently Exceeds Expected Level
	Exceptional Performance

	JOB KNOWLEDGE - Demonstrates the practical, technical skills and information to perform the job.  Skills and information include: knowledge of procedures, reasoning, and technical skills.
	Employee
	
	
	
	
	

	
	Supervisor
	
	
	
	
	

	QUANTITY - In completing all tasks assigned, is able to meet deadlines.  Amount of work performed is at or approaches the level of peers.
	Employee
	
	
	
	
	

	
	Supervisor
	
	
	
	
	

	QUALITY - Work is accurate, thorough, and acceptable to others in the department/company.  Employee’s work is considered a reliable source of information.
	Employee
	
	
	
	
	

	
	Supervisor
	
	
	
	
	


Employee Comments:  
Supervisor Comments:
	Personal Competency: 
	
	Not

Satisfactory
	Less Than Expected Level
	Expected Level
	Consistently Exceeds Expected Level
	Exceptional Performance

	INDEPENDENCE - Is self-sufficient; is able to perform work with little or no supervision.  
	Employee
	
	
	
	
	

	
	Supervisor
	
	
	
	
	

	DECISION-MAKING - Employee feels empowered to make decisions on his/her own and displays sound judgment.
	Employee
	
	
	
	
	

	
	Supervisor
	
	
	
	
	

	ADAPTABILITY/FLEXIBILITY - Is a team player; helps out others with a positive attitude when production levels are high.  Willingly accepts changes in responsibilities.  Is a resource for others and willing to share their insights and experiences.
	Employee
	
	
	
	
	

	
	Supervisor
	
	
	
	
	

	INTERPERSONAL SKILLS - Demonstrates a regard for others at all levels by their cooperation, tactfulness, consensus building, and support.  Takes the time to let others speak, to better understand their needs.
	Employee
	
	
	
	
	

	
	Supervisor
	
	
	
	
	

	COMMUNICATIONS, INTERNAL (within department or Company) - Is clear in both written and oral communications and effectively informs the team of relevant information concerning work performed, deadlines and open items.
	Employee
	
	
	
	
	

	
	Supervisor
	
	
	
	
	

	COMMUNICATIONS, EXTERNAL (with patients, vendors and other outside parties) - Is clear in both written and oral communications and effectively informs external parties of relevant information concerning work performed, deadlines and open items.
	Employee
	
	
	
	
	

	
	Supervisor
	
	
	
	
	

	JOB MANAGEMENT - Is well organized.  Has well thought out actions:  plans a strategy/course of action and sticks to the plan and timeframe.  Is capable of performing many tasks or projects simultaneously.
	Employee
	
	
	
	
	

	
	Supervisor
	
	
	
	
	


Employee Comments:  
Supervisor Comments:

	Supervisory Competency: (For Employees in Supervisory or Management Roles only)
	
	Not
Satisfactory
	Less Than Expected Level
	Expected Level
	Consistently Exceeds Expected Level
	Exceptional Performance

	LEADERSHIP - Management style is inclusive.  Encourages an “Open Door Policy.”  Leads by example.  Encourages employee participation in setting goals; builds consensus among employees to achieve goals; is able to effectively motivate employees in various situations; promotes and supports compliance activities.
	Employee


	
	
	
	
	

	
	Supervisor
	
	
	
	
	

	STAFF DEVELOPMENT - Empowers employees for their optimal performance; recognizes employees capable of additional responsibility and advancement.  Provides timely and informative feedback.  Encourages those whose performance is less than satisfactory by developing goals, monitoring work, and taking appropriate action.
	Employee
	
	
	
	
	

	
	Supervisor
	
	
	
	
	

	RESOURCE MANAGEMENT -Is responsible for determining department/project budgets. Keeps department and projects within budget guidelines. Determines the staffing/equipment resources needed to perform all tasks. Develops plans to manage resources and achieve stated goals. 
	Employee
	
	
	
	
	

	
	Supervisor
	
	
	
	
	


Employee Comments:  
Supervisor Comments:

	Goals For The Upcoming Year


Setting goals for the next year is one of the essential parts of an evaluation.  Please take some time to think about areas that you would like to focus on. Be as specific as possible and record some realistic goals for the next year. 
Employee 

Supervisor

	Employee Comments


Acknowledgment

BOM/Medical Director





             Date :__________        
     (if required)

Supervisor:







             Date:


Employee:







             Date:                    


(By signing you only acknowledge that the review took place. It does not acknowledge that you agree with it. 
Please comment in the Employee Comments section if you have any concerns)
	Change Type
	Effective Date:                                             Follow-up date (if necessary):

	Pay Rate
	From:  $
	To:  $
	Increase:            %

	Position
	[  ] No change              [  ] Change (specify) ___________________________

	Other
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