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EMPLOYEE EVALUATION FORMS

Employee Name Date of Assessment

Oate of Interview with subordinate

Department Employea Number

Divislon ' Inteeview carried out by

Starting date with SMC

Interview . start time - - | interview finish' time : -
INSTRUCTIONS FOR THE PERSON _Bﬁg‘ NG RATED: (to be given o the person at start of discussions).

Regular assessments wili be made of you by your supervisor. Your supervisor has been asked 10 assess you
in terms of a number of job factars, or factors considered imporiant in your job.

The main aims of he assessment is to identify strenaihs and weakness of each individual-to buiid on the strengths
and to overcome the weaknesses. - ; .

This assessment is meant to help you: to make sufe you're in the sight job, with the right skills.

You have the fight to make commants on any rating or any statements made by your supervisor, But rémembar
poor ralings do not mean a “black.mark” will be put against your name, instead poor ratings will usually provide
management with a basis for dalatmining training needs and appropriate additional experience before you can
be promoted to higher duties. b

‘Muusin

nduigrmaaizimrdvn sl Teefmonnmssaumoniiimasmu sTommudwiguesnu
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JOB FACTOR

o

. 3. KNOWLEDGE:-- Consider the axtent of job knowledge and/o: skill demonsiraled as compared with 1he job requitements.
sansnBamudmunusoivan

100] 95 ] 80 | 85

so]75[701] 65

60 | 55 | 50 | 45

401 351 30} 25

20015110 5

Comprehensive  Know-

ledge of al phases of
the job.

very good knowledge
of all phases of the job.
Occeasionally may re-
quire assistance on the
mare complex and /or
nomroutine phases of
the job.

Good knowleage of
mos! phases of the job;
rnay fequite assistance

job.

on some phases of the |

Meels minimum fegquire-
ments. Has knowledge
in some aspecis of the
job; extra direction is
{requenily required.

Fails 1o meel minimum

requirement lacks know-

ledge in most aspects:
of the Job.

BN

2. QUALITY -~ Consider the degree of accuracy, tho:wghness and neatness demonstraled in work output as required by the job.
fenanBorwpnivs somdiruies uazaInmsunoulunsvieu

100] 95 | 80 | 85

80[75 |70 | 65

60 [ 55 | 50 | 45

40] 35 | 30.] 25

20] 5] 0] 5

Excepliona! quality, work
is aways accurate,
-thorough, neat.

Very good quality; ¢on-
sistently surpasses the
scoepiabla Jevel, seidom
requires cofreclion.

| Quality of work consis-
tenlly good, May sequire
chetking, correction, or -
mino! revision.

Oualily ot work is gen-
erally accepiable; ofien
may require reworking.

Unacceplable, Work is
consistenlly inaccurate,
incomplete, sloppy.

HE .

3. PRODUCTIVITY - Consider the leve! of output 8t
srandafanuanfujieild TrotFoufiou i hmuneias 1y

tained Bs compared o the st

Iandard of goal established for the job.

100[ 95 [ 80 | B5

go[75[ 70| 65

60| 551 50.] 45

4o[aslao|25

20{15]101] 5

Output is exgeptionally
high.

Output is consistently
above average, |

Average oulput.

Chntput is below average.
Meets  minimum  job
requirements.

CQuiput is extremely Iow
" Unacceptable

nisiuigm

formance of his/her job.
S annmianie mé’namuqurmﬁ1nud’1nnumama\m1uﬁm.hﬂwmmqemm

4. SUPERVISION REQUIRED-.. Consider the amouni of direct supervision you musi administer 10 this individuat 1o ensure the proper pet-

100] 85 | 90 | 85

80| 75 |70 | 65

60 | 55 | 50 | 45

40 | 35 [ 80 | 25

20]1]10] 5

HAequires litlle or no
supervision,

Requires sy than.the
average amouni of su-
pervision,

~Requites_the _aveérage
amount of supervision

Reguires more -ihan the
average amount of su.
pervision.

Almost aiways has 10
be told exacuy whai
o do,

5. TEAMWORK.- Considertfie effecliveness demonsirated in wotking with others in geiling work done as required by the job.
i R anBithsinmmlunmdhiinuiuiugou :

100 95 ] 90| 85

8o[ 75 | 70 | 65

60 [ 55 | 50 | 45

40 [35] 30 | 25

20[15]10] 5

Exceptionally efiective
in refationships _with
others in gelling work

Very efieciive in work
refationships with others
in’ getting \work done.

Etfective in work refa-
tionships with others
In"getling work" done:

Sometimes inelleclive
Inwark  relalionships
with /oihersin) gening
work done.

Unable to effeclively
work wilh others in get-
ting work done.

8, PLANNING.. Consider the effectiveness evidenced in organizing assigned work and umnzing time efiectively.
s n oz Enfmwlummisosussnmidometihsininom

100] 95 [ 90 | 85

so|75[70] 65

60 | 55] 50 | 45

ap[as]ao0 |25

205 [0] s

Exceptionally elfective;
superior organization of
work and efficiency is
demonstraled.

Effective; always orga-
nizes work and ulilizes
fime In 8 sound manner.

Good:; work is properly

zed andg perfommed
in a generally etficiem
menner.

Acceptable’ organization
of work and/or utization
of time meets the mink
mal requirements of
the job.

Inefiective; organization
of work and or utiliza-
tion of time fails 10 meet’
the requirements of the
joo.

106.'
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JOB FACTOR

107

et

7. RESOURCEFULNESS -«

Consider the extent 10 which this Indnmual has demonstrated the abiiity to think and acl without being utged

(initiative) as well as 10 generats new ideas (crea!mly) indicative of invenliveness and/or imagination.
fam mﬁnnmmwnwﬂﬂunnﬁmmﬁﬁﬁu Aafunising quaz/ vip SiumamInig

100|95190]as

80| 75 ] 70 | 65

60 [ 55 | 50 | 45

a0 353025

‘20[15}10] S

A Seft staner, enterpris-
ing, conlinually seeks
new and bentar ways
of doing things; Is ex-
tremely  imaginalive,
resourcelul.

Regutarly displays Inl-
tiative; trequently sug-
gests new ways of daing
things; is very imagh
native, tesourcelul.

Usually ckspiays initiative
occasionally suggests
new ways of going things.

Nol inclingd 10 start on
own; raiely sggesis
narwaysdmm'mvs.

Lacks resourcefulness;
displays no Initiative or
imaginalion.

mnHuf

B. ADAPTABILITY-- -Consider the ability {o grasp new instruetions or changes in methods and procedures as wall as the level of verSatility
demonsirated in peﬂcrmmg a vanety of assignments as required by the job.

v miamwmxmn‘lunﬂfmhuu:\h\w1 mmﬂﬁuuuﬂnnwnﬂﬂ‘\m lnaﬁaummﬂnnmlumﬂgﬂinu
FtdTusoumn

100] 85 | 90 | 85

B0 | 75 | 70 |65

60 | 55 | 50 | 45

40.] 35 [ 30| 25

2o|15|1o|5

Outstanding abllity 1o
learn. Can perform a
broad variety ol assian-
menis.

tearns quickly. -Can
periorm several assign-
menis.

Average ability 1o leam.
Can perform more ihan
one assignment,

Leams siowly. Can
handle routine assign-
menis.

Not versalile or adapt-
able

nﬂ?imqun. mSensdunchafils

y objectively and lo make decisions.

Rt mﬁeﬂ'nu mwndlunisisohsivinnmfuaciizinian

9. REASONING, ANALYSIS AND OECIS|ON MAKING‘- Consider the demonsizated ability of the individual to think systematically and

100] 95 ] 90 | 85

8075 170 | 85

60 | 55|50 } 45

40 | 35 [ 30 | 25

2015101 5

Quistanding. abitity to
think cleariy and logi
cally, conclusions are
based on fult evidence
thoroughly aralyzed and
cbieclively evaluated.

Very good analytical
ability. Maintaips ob-
jectivity and arrives a8t
well supporied conglu-
sions. Additional substars
tiation inirequenily re-
quired,

Generally thinks clearty,
objectively, systemali-
cally.  Mormally judg-
ments are reascnably
suppoited and may -
guiré aocktional substan-
tiation.

Sometimes arrves pre-
maturely at conclusions
and /or fails 10 reason-
able support sarme. Ob-
jectivity is not consis-
tenl

Does not think clearly
or sysiematically fails
L 1o maintain objectivity.

10. COMMUM_CATION o=
nResa

Consider the eligctiveness i
fovanfmwswsslunigaussdou

1 communicaling orally and

in writing ideas or informatien as required by the job.

100 95| 90 | 85

sof75]70]865

60| 55 | 50| 45

40 [35[30 |25

20/ 15110 5

Extremely efleclive in
ofganizing subject mai-
ter and in getting ideas
acioss. Keeps appropli-
ate people informed of
' necessary injormation.

Orpanizes subject mal-
ter well, sately lails 10
gel ideas 2Cioss-—Keeps
peopie Infortned of neces-
sary information.

Adequaie ability to of-
panize subject maitei,
able-lo.gal. ideas. acioss,
Usually keeps people
informed of necessary
information.

Fail ability 40 organize
sybject mattes. not al-
ways ellecive m getling
deas acioss. Sametimes
fails 10 pass'on neces-
sary nformaton,

Ineflective; has ditliculty
in conveying subject
matter and usually fails
1o pass on impoftant
information.

arIuesh

11. APPEARANCE-- Consider ciegnliness, grooming, neatness and approprialeness of dress while on the job.
AarsontaATIuAwE nEtm Latinindng

100 ] 95 ] .90 | 85

80 [ 75| 70 {65

60155 | 50| 45

40 ] 35 30 25

20]15T10] 5

Is usually well groamad,
very neat,

Catelu! aboul appear-
ance, better than aver-
Bge.

Generally neat and clean,
good personal appear-
ance,

Somelimes unlidy and
caseless about personal
appearance,

Is very unlidy and cafe-
less aboul personal ap-
pearance.

12. LOYALTY-- Consider whether loyal to the compa
n‘mﬂnnnn Fa andemmnA oFnfoLiEng uss

ny & whether employees promotes the good name of the company
nnnmmunﬁnmﬁna'lﬁmﬁ’m

100] 95 [ 90 | 85

B0 75| 70 | 65

60 [ 55|50 ] 45

40 [ 35 [ 30] 25

20[15 |10} 5

Can aiways be relled
upon to stand by the
company and 10 pro-
| mole the good name
ol the company.

Usually can be relied
upon 10 be loyal and 10
promote the good name
of the company.

Shows average amount
ot loyalty 1o company

Cannot be relied upon
10 stand by the company
and to promoie the good
name of the company

Is wery disioyal and
cannol be trusted o
promole the good name
of the company.




-

JOB FACTOR

13. HONESTY -+ Consider dealings with fellow employees, company property, & company rules & regulations.

ity

sivmofanmmoiwoioutiuaw sonfnifuvssutdns ussdonguassniiimmesnivng

100] 95 | 90 { 85

80|75 ] 70 | 85

s0[55[50] 45

4035|325

20[15{10] 5

Very honest In all deal
Ings with the company
and fellow employees.
Canbe completely tnasied,

Is honest and can be
| trusied in 81 matters.

Rsasonably honest and,
can be 1msied with
Impottant maters.

Sometimes cormpletely
hones! in dealings with
company and fellow
employees.

Cannol be trusted with
most aspects of com-
pany maiters and in
dealings with other em-
ployees. :

44. ATTENDANCE & PUNCTUALITY-- Consider slarting and finish times, lunch bieaks, & time off Jor sickness or personal matters.

matRpnm

fvraafasuniiny lnaw Anmusmns ussnrinfis suho’

100 95 [ 90 | 85

80|75 |70 |65

60 | 55 | 50 | 45

(40 35] 30 | 25

20[15]10] 5

Never late for work
and rarely s absent
from wortk, '

Rarely late tor work
and only sometimes
is absenl [rom woik.

Can usually ba refied

| upon to report 1o woik

and lo observe normal
hours of worky

Often late fos work and
has a number of days
off_werk each year.

Usually late for work
without & valid excuse
and lakes many days
- off work,

ADD UP POINTS TO
GEY TOTAL SCORE

'Gonsﬁl Commaents by Supervisor

Signed

Comments by person being assessed:

108



Uty z L MR

ia.;...,.........._....Mmaw"q"ﬂ'a....‘..‘_....n"uwﬁa....._..._..uuun....,_........
A DR, ST VIV P U 20 T 1) ¥ ¥ ) £

flowrfnarUr 6L MERRAMATEND A WL 48N sy tﬂnauf'l?as Won iflousmruszi ez iharnrae

\Awaths TUrantefoawnu ) aetudoatlnysiudmacsos gomiy e1 v

1} Aouwl
Cadwind L wold [ Aibu -
1) 2] 54w | 516 7] 8] 9301112

.ﬂhibﬁdrstpu

1. A ung 4
1.4 mmu«w-'------—-°.-----u--- PO DU SO NS S O A DU S S B AU
1.2 U IO044 M. o cnosatecsrotsoluuibaradoncdoocboadrinetrefiactoeeatonck.n
1,3 A2 HAURREDUINAIN L . ib il fes cheade et ducabe dane o ...r;...-..
PRTRTTT IR AP AR WP S S SR O IR SO S DO P PR S D IO
PRI TOURY SO pmer CAPRTC RPN SO DA AU RS SN RS SRR PR SN AP SN AN

2, n'muﬂﬂm"u‘:wnna

2.1 Wt uuRegRMAS . L. oeeeeianfeacheadins foaibeada., U PR SR O S O
2.2 MIWARELT oo enonnataniiiirafoeifoadenad. bl b L
2.3 O ST TTYPRR TP WY P DO R pe: (O RPN AU PR DU (RS NN RS PR TP
. 2.4 nwtuﬁ\vﬂ@w1sqn1=uﬁﬂjl........ SER R CRRY CR SRX CER ERE CERN RERY RE3 ERE R
PR LT SR T O ERRRTRTRERER TR SRR CRRS (R8T SRR SR LT LAk thd Ahh Ad Lid di

3. moabnhdouynns
'M“F--""‘.'."ﬁ'_”“ PP R S N A T e I I I T

8.2 morsothnbiifus e o emeaiiaa e cpegdaecferik oo detedeen Y TR SR A
3.3 nirym el DoUIRY. - fad el an oM. el ey &t bl b el e
3.4 YAUABMRENIITIEIDS . - sd . ah ] ook 00l o .;...,1... S DY U U J
PR LLIETE P PR TERTTRPRRYS SXNI REY CEES FXX] FRF CRRY FEE CRV) ERE) EX% ERR XD
3.6 I RN, UL e s {0 LR
I L YT e e SIS RIS L S R U NI PR B ET TIPS TR PR SO
3.8 AITANANANIIMIIINA T ceevecodercpoedesideahaedoi i fucde s onip il

$
3.9 nqgulqnt.wa.\mnnn svevnnsssnndecclecdeccdendeicqinedocdfesalscches T k|

1
3.10 gonmvunchnia R A ARRREEIELES LA Rk i i A P N ST I X I ey

'
I Y

PORWNTIH . v e e e iuane. o tuidoridua, .. ......

L 109

- T T



N, m'lmﬂuumgw-mu
D nuumy'luthu‘ln_ .

D auuway‘lussM-r . ‘ .-.. S ‘ _

D asumy\msm'lé' uamnltwtﬂwuco vt LT

D uuuwau‘tuuﬁbﬂa'hhshu n‘)rﬂsﬂni\JMtdd"z mﬂuﬂﬁa 'I.uuo vens .- certidstsesnns

"

- 4’. .- 9 e e e s

e .--....-o----—-.4..-...--~-.---..-.---.--.---..-.-q...--.--.o--o--

HENE . . § . .
S et T KL RR R TR L LR L

R-lda .-.o—---.a--A--co.-o‘o,to--.-!.-ioi-‘a

‘ : ! N ' N : : — gt
M N ' . * i " M cl-é-nul-- o'clno'nnoo.-q.'.”.q-.-ot
. = LT R N T . L .
5. mamﬁuwags‘\:mnlrnﬁu F i .
] G mnlusﬁuuaﬁ';mmmnnﬁuwnmﬂuahum % N
. a Jmsﬁmﬁi&—mﬁuasmmmtd’un-t'\w'nua N N T PO T R

.--.ao--...--.-.v------‘;.. cdmesassnsrencvesssBssbanverocdassasnnOTy

: D ninr\.lrzsm;nﬁ;ﬂﬁw'lﬁéninimmwﬂﬁ voi . N % -

. . . P S | - . k. T .. - .t .
' A BT e L e R AR AR LR
c - . - _ i
VD sagee LN L eesegasecsseeasrrrsazyentssI o
- S L i ===—rmrmrmrr o~ .- - ot . -
R - L o ! L - .ot - -
D BDeeeasr e o A R S SR SRS L PR T R
: 2 N e
‘.
P - H o - 5o o - : * .
L lBDaa e : ) e et s pede s e s teD P Ensnact st I TYIAs e ar St
. - 5 H -
- 4 : - -
i H N 3
It H
ﬂ-I L] .'....'-‘.‘....--.....
] M " A .
.
...... B " L F =3 . :
S N e L] e - - - s _.:
6. A2 Psoapiasnioinoodgreii :
L ..-.'.;.—'.,..Aj.... e - . - L, SO
. R e S R R L el A Rl R R A L
1] .
. ~'rlrvovo'-.-.ooro-v‘o'&vor--c.p--.—-ttc--rc-o.'-"-.-_'.."..‘.."n.'a'ouu'-)--no“ro-n--;
. H B L - H
. . H g . i
: R N CE e e . > BT+ DI S :
: : .
. e L e . R TP 2 -
‘ . :
.‘ . adlo Loilieiiiiiiieaee .
- - [ T (USRI * .
~.. .. - YR EREEEEEEER X E A .
........ N e B - ww o P i
e e e amae mmare e maees et S e J T

110



»
guraidu @
4 . »
SOMININUL__ - - ) Uiy .

)
L0131 I

o ‘ l DA
 u15n noutues L Susueines 1ih

_uupyzziduusdugpmineau

NN

9.

10..

jluﬂnﬂ°1ﬂ ﬂ!ﬂﬂﬂl?ﬂﬂ
SﬂﬂiﬂUﬁﬂﬂﬁld

fhnﬁunﬂ141usuaaqu?uu1 Hoarn
drznindnog

A :nuﬁb

Sﬁuﬂtnn141un1unutaa1nua :nnﬁuu.ﬁh1nn

‘ﬁnaﬁu?t?unuunuxae _ ’

4 i
nuuuibruﬂ (nngnannﬁ&tﬁua.1nna:1ueﬁu)'

'nﬂiaﬂauuunﬁsnﬂqqu11nfbnﬁﬂmuqu

naf%nnﬁnuaeﬂuvinsuuﬂunuqu

1:5n? (Qnﬂﬂ ﬁhlﬁu thuntaq\vrﬂu’é)

ﬁﬂ?ﬁﬂiﬂﬂﬂ hﬂﬁﬂﬂ:ﬂﬁn ﬁﬂnﬂﬂ

:1un.uuun

s

~ATRUY

AZNUY

AL

Az UuY
fisuNy

REUUY

Cmzumu |

R rAnTE

Asluy

nsLuy
T mTuuue

R HIT

12-3 4% 676 910

L

o PR
sauBugrzadu S0l

AL FuNT TENAT

111



Appraisal Period : From

PERSONNEL APPRAISAL SHEET

Tudsafinosamminau
For

To

SALARY & WELFARE SECTION

112

1.

Line

- Class

Employse

WRASW ¢ Dept
Name
Positlon

Education Grade
Non - Attendance Record @

Working Psriod

Days {Sick + Leavs
Late + hourly leave

: times)

Form § 1

Ordinary Employse :
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