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EMPLOYEE PERFORMANCE APPRAISAL

Employee's Name:                                         Hire Date:                              Position:                                           

Using the following key in your responses (5 = Outstanding; 4 = Above our standards for this position, 3 = Meets our standards for this position, 2 = Below our standards for this position, 1 = Far below our standards for this position), please indicate with a check mark in the box which most nearly describes your appraisal of the individual's recent performance in his or her present job.  Written comments are helpful for every area of inquiry and are mandatory when a 5 or 1 is checked.
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COMMENTS

	
	
	
	
	

	1.
Organizes and coordinates work to complete tasks in a timely manner; meets deadlines.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                                                                           

	
	
	
	
	

	2.
Demonstrates the ability to make improvements in written material (including knowledge of grammar, punctuation, spelling, editing, etc.)
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                                                                           

	
	
	
	
	

	3.
Performs consistently high-quality work; completed assignments are neat and accurate
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                                                                           

	
	
	
	
	

	4.
Knows where to find and how to use resources (including computers)  required to complete assignments.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                                                                           

	
	
	
	
	

	5.
Adjusts readily to new assignments or changes in procedures and equipment.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                        

	
	
	
	
	

	6.
Remains composed and effective under pressure.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                       

	
	
	
	
	

	7.
Cooperation with supervisors; does employee perform assignments willingly?
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                       

	
	
	
	
	

	8.
Cooperation with other employees;  does employee willingly help others?
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                       

	
	
	
	
	

	9.
Follows specific instructions; pays attention to detail.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                       

	
	
	
	
	

	10.
Exercises initiative; selects suitable alternative courses of action when confronted by obstacles.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                                                                           

	
	
	
	
	

	11.
Requests and obtains information to complete the job; asks questions when in doubt.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                                                                           

	
	
	
	
	

	12.
Applies common sense to work problems and responsibilities; uses good judgment.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                                                                           

	
	
	
	
	

	13.
Exhibits ingenuity and creativity in developing methods or approaches to assignments.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                                                                           

	
	
	
	
	


	14.
Uses discretion in safeguarding personal or confidential information.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	

	
	
	
	
	

	15.
Keeps current with supervisor by discussing regularly such things as calendar, projects and client matters.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                                                                           

	
	
	
	
	

	16.
Displays flexibility in adjusting work priorities.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                       

	
	
	
	
	

	17.
Displays flexibility regarding work hours when necessary to complete assignments.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                                                                           

	
	
	
	
	

	18.
Accepts constructive criticism in a positive manner; offers constructive criticism where necessary.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                                                                           

	
	
	
	
	

	19.
Projects a professional image towards clients, attorneys and staff.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                       

	
	
	
	
	

	20.
Work Area:  Is the employee's work area kept neat and organized?
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                       

	
	
	
	
	

	21.
Personal Habits:  Consider extent of personal telephone calls, time spent away from desk, etc.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                                                                      

	
	
	
	
	

	22.
Has good attendance record.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                   

	
	
	
	
	

	23.
Is punctual.
	
	 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	
	                                                   

	
	
	
	
	


What are the employee's strong points and how can they be used more effectively?  

What are the employee's weak points and how can they be strengthened?    

Other comments and recommendations     

Evaluator's Signature





Date

Evaluation reviewed with employee on    

Employee's Signature_____________________________________________

Reviewer's Signature______________________________________________







