
 

 

Guidelines for Performance Input and Appraisal Discussion 
 

Employee Name:    
Position:   
Period of 
Performance: 

  

 

Please type responses to the questions below using bullets or text.  When you have 

completed the form, print a copy and give it to the employee’s reviewer.  Paper copies of 

Performance Appraisal Forms (other than the employee’s own self-appraisal) will be 

destroyed once they are used to produce a consolidated review form.  

I. What are this person’s key strengths that are important to [Organization] and its 
clients? 

 1 minute or less: We want to be sure that each person feels like we know them well.  
This section is usually easy to get right and not controversial. Do not agonize over this 
section. 

II. What has this person contributed over the course of this performance period?  
Give specific accomplishments. 

  1 minute or less: We want to be sure to recognize what each person contributes but we 
do not need to agonize over this section either. 

III
. 

Where has this person evidenced growth during this performance period?  Give 
specific examples. 

 About 2 minutes: This section is important.  The key is to call out and recognize: 

 spikes in performance and to give evidence of  

 growth; i.e., performance spikes that set a new standard of performance for this 
person 

IV. What should this person concentrate on to improve during the next performance 
period? 

 About 2 minutes: There is always a long list of things a person can do to improve.but it is 
worth a lot for us to get real clear on what we as a company want to be the top two or 
three items for this person to focus on. 
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V. Please list specific goals and career objectives for this person to work 
toward during the next performance period. 

 1 minute or so: Here too we benefit from getting real clear on the one or two things we 
are counting on from this person in the next performance period. 

VI. Place an X next to a number below to indicate how this person has 
performed overall during this period in terms of contribution and 
growth, using the following scale: 

 

5 – Consistently exceeds expectations give several 
examples 

4 – Occasionally exceeds expectations give one or two 
examples 

3 – Consistently meets expectations 

2 – Occasionally meets expectations give one or two 
examples 

1 – Consistently fails to meet expectations give several examples 

 Contribution:            1                    2                   3                 4                X  5 

 

Growth:                     1                    2                   3                 4                 X 5 

About 1 minute.  Consolidating the score on these two dimensions is critical and 
worthy of discussion to get it right.  The key is to cite specific examples of 
exceptional performance and growth.  Without specific examples, it is an empty 
reward. 

It helps to step back and view in light of others as well so get a score up on the 
board and then look at again in a larger context at the end of the session. 

 

 

Prepared by:  _____________________ Date:   

 


