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Performance Appraisal

A Personal Details

Last name First name
Date of birth DD.MM.YYYY Employee no.
Position

Institute/department

Name of direct supervisor

Reason for appraisal Choose:
Appraisal period from DD.MM.YYYY to DD.MM.YYYY
Last performance appraisal on DD.MM.YYYY

B Responsibilities
Responsibilities as stated in job description: DD.MM.YYYY

Additional assigned and expected duties:

C Rating Scale

A B C D
Very good Good Sufficient Insufficient
Exceeded expectations Met all expectations Mainly met expectations Clearly did not meet

expectations
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D List of Criteria

1 Work Performance A | B | C | D |Assessment in Keywords
Supportive Measures

1.1 Ability and knowledge in job IO

1.2 Accuracy/attention to details IO

1.3 Problem recognition and problem solving | []|[]|[]|[]

1.4 Organization of own work IO

1.5 Ability to follow rules and instructions CIC O

1.6 O|0|0|o

Appraisal of Work Performance RN

2 Accomplishments A | B | C | D |Assessment in Keywords

Supportive Measures

2.1 Efficiency and quality of work IO

2.2 Volume of work CIC O

2.3 Observance of deadlines and working CIC

hours

2.4 Ability to work under pressure CIC O

2.5 Economic/environmental awareness IO

2.6 LI OO

Appraisal of Accomplishments IOt
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3 Self-Management A | B | C | D |Assessment in Keywords
Supportive Measures

3.1 Ability to work independently CIC O

3.2 Initiative and commitment IO

3.3 Flexibility in the face of new challenges IO

3.4 Willingness to take on responsibility CIC O
3.5 Willingness to participate in further IO
training
3.6 .
Appraisal of Self-Management CIC O
4 Behavior A | B | C | D |Assessment in Keywords
Supportive Measures
4.1 Ability to work in a team IO
4.2 Behavior toward co-workers and IO
supervisors
4.3 Behavior toward external partners CIC O
4.4 Ability to communicate IO
4.5 Ability to accept criticism IO
4.6 L OO
Appraisal of Behavior IOt
Other Areas of Appraisal
5/6 Appraisal of Research/Teaching Activities? []yes
7  Appraisal of Leadership Qualities? []yes
8  Appraisal of Goal Attainment? []yes
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5 Research Activities A | B | C | D |Assessment in Keywords
Supportive Measures

No assessment of the research activities

6 Teaching A | B | C | D |Assessment in Keywords
Supportive Measures

No assessment of teaching
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T

7 Leadership Qualities

A | B | C | D |Assessment in Keywords

Supportive Measures

No assessment of leadership qualities

8 Goal Attainment A | B | C | D |Comments

No assessment of goal attainment
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E Overall Appraisal

Human Resources

L] L] L] L] L] L] L]
Excellent Very good Good Good to Sufficient Partially Insufficient
sufficient sufficient

F Summary of the Appraisal (to be filed out with employee)

1 Since the last appraisal, the employee’s performance has:
[] improved [ ] remained the same [ _|grown worse

Comments:

2  Satisfaction/wishes on the part of the employee:
[] very satisfied [ _] satisfied [] not satisfied

Comments:

3 Employee’s personal and professional goals, unused knowledge and abilities:

4  Suggested and arranged supportive measures:
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G Goals for Next Appraisal Period
Goal/Conditions/Deadline

Human Resources

Comments/Criteria for Appraisal

Date Supervisor Signature
DD.MM.YYYY
Employee Signature
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H Signatures
Comments

This performance appraisal was discussed with the employee:

Date The Supervisor

DD.MM.YYYY

This performance appraisal was carried out on:

Date The Employee

DD.MM.YYYY

The employee requests a review and a discussion

of the appraisal with the next higher supervisor: [] Yes
Date Initials of the next higher supervisor
DD.MM.YYYY

Overall appraisal

Documents:

— Original for Human Resources administration/employee files
— Employee copy
— Supervisor copy
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