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To:  Interested readers

From:  Bob Brady

Date:  10/25/06

Subject:  Bob Brady’s “perfect” appraisal form.

Thank you for your interest in this form.  I would appreciate any feedback you have on it.

The form is at the next page.
 This is a for demonstration purposes.  Not an actual appraisal.  You are free to adapt, publish,  and use it for your organization’s  use.  Further republication is expressly prohibited.  

Click here for form.. 
Bob Brady, CEO.  Rbrady@blr.com  
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	Performance Appraisal
Type:  [x] Six month    [ ] Annual

Employee: 

Supervisor: 

Manager: Bob Brady
	Employee input:

Manager input:

Performance meeting:

Salary meeting:

Due to HR:
	Date:

6/23/03

na



	v. 1.02   1/6/03
	
	
	


Form

Directions/Definitions:

4 “E’s”

Energy  The energy level brought to the task.  Quantity of work.

Energize:  Teamwork, attitude, and the ability to energize staff and colleagues.

Edge:  Business judgment, as appropriate to the job.

Execution:  Quality of work. Ability to deliver on promises.

Passion:  Commitment.

Process

Sequence of events:  No single process can apply to all jobs covered by this form.  In most cases, employees will be asked to fill out the form, first.  However, managers are free to alter this as they see fit.

Six month/annual.  This form is to be used for both six-month and annual.  The six month should be an update of the annual, reflecting changes, etc.  Handwritten notes on a copy are acceptable.  

Weighting:   different parts of the job have different “weights” associated with them.  In the example below, the function being evaluated is seen by the manager as being 60% of the employee’s job.  (Note: The weights of all functions must add to 100%.)


(Form continues on following page)
Major Functions 

	Job Element #1:
	
	
	Self
	Mgr

	Weight: Self: 60%
	Mgr:  60%
	
	Score
	Wght%
	Score
	Wght %

	Manage  staff. Group A
	Energy
	5
	15
	2
	15

	
	Energize
	5
	20
	1
	30

	
	Edge
	5
	30
	5
	30

	
	Execution
	5
	20
	3
	15

	
	Passion
	5
	15
	3
	10

	
	Overall
	5
	100%
	2.75
	100%

	Employee: 

I walk on water

Manager:  You are very talented, but turnover is 200%, and even though you have great strategic vision, nothing much happens.



	Metrics:

· Productivity metrics (preliminary ones developed; complete set to be developed this year)

· Staff turnover rate 

· Product quality ratings via customer satisfaction surveys, A&U studies, etc.; improvement

· Staff morale via employee survey

· Staff attendance at conferences (4/yr/employee).



	Objectives (status vis a vis annual objectives):

· Develop productivity metrics for the department.

· Refine the planning, review, and approval process for newsletter content.

· Review organizational structure and job descriptions and update as necessary.

· Integrate and streamline the editorial functions of BLR and the Nexts.



	


	Job Element #2:
	
	
	Self
	Mgr

	Weight: Self: 10%
	Mgr:  10%
	
	Score
	Wght%
	Score
	Wght %

	Oversee management of staff B.  
	Energy
	
	15
	
	15

	
	Energize
	
	20
	
	30

	
	Edge
	
	30
	
	30

	
	Execution
	
	25
	
	15

	
	Passion
	
	10
	
	10

	
	Overall
	
	100%
	
	100%

	Employee: 

I’m doing even better here.

Manager: And … modest!

 

	Metrics:

· Productivity metrics (to be developed)

· Staff turnover 

· Product quality ratings via customer satisfaction surveys, A&U studies, etc.; improvement

· Staff morale via employee survey



	Objectives (status vis a vis annual objectives):

· Continue to improve and streamline processes.

· Content management implementation.

·  .

· .

· Drive processes toward paperless routing.




.

	Job Element #3:
	
	
	Self
	Mgr

	Weight: Self: 10%
	Mgr:  15%
	
	Score
	Wght%
	Score
	Wght %

	New product development
	Energy
	
	20
	
	10

	
	Energize
	
	20
	
	20

	
	Edge
	
	20
	
	50

	
	Execution
	
	20
	
	10

	
	Passion
	
	20
	
	10

	
	Overall
	
	100%
	
	100%

	Employee: 

Manager:.



	Metrics:

· Meet NPD throughput needs for Editorial and CMS departments.

· Generate ongoing ideas for new products and submit proposals and documentation according to NPD process.



	Objectives (status vis a vis annual objectives):




.

	Job Element #4:
	
	
	Self
	Mgr

	Weight: Self: 15%
	Mgr:  7%
	
	Score
	Wght%
	Score
	Wght %

	Strategy development.
	Energy
	
	20%
	
	10

	
	Energize
	
	20%
	
	30

	
	Edge
	
	20%
	
	40

	
	Execution
	
	20
	
	10

	
	Passion
	
	20%
	
	10

	
	Overall
	
	100%
	
	100%

	Employee: 

Manager:  
 

	· Metrics:



	Objectives (status vis a vis annual objectives):

· Customer Focus:  



.

.

	Overall

	
	Self
	Mgr
	

	
	Rating
	Wght
	Rating
	Wght %
	
	Scale
	

	Energy
	
	20
	
	20
	
	1
	Unsatisfactory

	Energize
	
	25
	
	30
	
	2
	Marginal

	Edge
	
	25
	
	30
	
	3
	Competent

	Execution
	
	20
	
	10
	
	4
	Commendable

	Passion
	
	10
	
	10
	
	5
	Outstanding

	Overall
	
	100%
	
	100%
	
	
	


Development plan

	
	None required
	
Plan

	For present job
	
	

	Personal/behavioral skills
	[x ]
	 

	Technical/job skills
	[ x]
	 

	Supervisory/management skills
	[ ]
	

	For promotion  (To be completed only if appropriate or requested by employee)

	Personal/behavioral skills
	[ ]
	

	Technical/job skills
	[x]
	 

	Supervisory/management skills
	[ ]
	


Employee acknowledgement:




Supervisor:




Manager:




More information about appraisals


   For more information about performance appraisals, go to HR.BLR.Com’s performance appraisal section,


� HYPERLINK "http://hr.blr.com/topic.cfm/topic/126/state/155/tab2/155" \o "http://hr.blr.com/topic.cfm/topic/126/state/155/tab2/155" �http://hr.blr.com/topic.cfm/topic/126/state/155/tab2/155�





Note:  This takes you to HR.BLR.Com, which is a subscription site and you may be required to register for a trial to get access to all of the information on it.    If you want additional information about HR.BLR.COM, call 800 727 5257.





Note 2:  You do NOT have to go to the site for the form.  It is on the next page of this document.





NOTES: 


1)  This is a sample for demonstration purposes.  Not an actual appraisal.


2) For more information about performance appraisals, go to HR.BLR.Com’s performance appraisal section,


� HYPERLINK "http://hr.blr.com/topic.cfm/topic/126/state/155/tab2/155" \o "http://hr.blr.com/topic.cfm/topic/126/state/155/tab2/155" �http://hr.blr.com/topic.cfm/topic/126/state/155/tab2/155�





3) HR.BLR.COM is a subscription site and you may be required to register for a trial to get access to all of the information on it .    If you want additional information about HR.BLR.COM, call 800 727 5257.
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