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PERFORMANCE APPRAISAL & DEVELOPMENT PLAN

	Employee’s Name
	
	
	Employee ID
	

	Designation
	
	
	Date of Joined
	

	Entity
	
	
	Date of Review
	

	Department
	
	
	Appraisal Period
	

	Location
	
	
	Assessor’s Name
	



A. JOB DUTIES & RESPONSIBILITIES

Please state your understanding of your 5 main core functions and achievements.

Rating Score
8	Outstanding Excellent	Far Exceeds Expectations	
6-7	Well above normal expectancy very good	Exceeds Expectations	
4-5	Normal Expectancy	Meet Expectations	
2-3	Development needs insufficient results	Below Expectations	
0-1	Significant development needs		  Far Below Expectations

	
1. 








	Comment Supervisor/ HOD





Score:  ____  /8






	[bookmark: _Hlk26770781]
2.  









	Comment Supervisor/ HOD






Score:  ____  /8




	
3.  









	Comment Supervisor/ HOD







Score:  ____  /8





	
4.  








	Comment Supervisor/ HOD





Score:  ____  /8






	
5.  








	Comment Supervisor/ HOD





Score:  ____  /8






	FINAL SCORE  :   
	/ 40


B. KEY PERFORMANCE INDICATOR  EVALUATION (Please attach a separate sheet of paper if you need more space)

	
No.
	Key Performance Indicator
	Results
	Comments
	Weight of KPIs
	Score
(1 – 10 Points)

	1.
	










	
	
	
	

	2.
	









	


	
	
	       


	3.
	









	

	
	
	       


	4.
	










	


	
	
	       


	5.
	










	


	
	
	       




	
	
	
	FINAL SCORE  :   
	     /40  



C. INTERPERSONAL EVALUATION
	FACTOR
	4
	3
	2
	1

	Factor No.1
Attendance 
	Punctual with a good attendance record. Willing to take urgent duty at a short notice.

	Normally on time. Meets attendance and tardiness requirements
	Not punctual and below attendance and tardiness requirments. 
	Often absent without sufficient reason and /or frequently reports to work late or leaves early.

	SCORE :
	
	
	
	

	Factor No.2
Work Product & Dependability
The work produce by employee. He/she achieve all tasks within schedule
	Very thorought in performing work.
Exceptionally fast, efficient, takes on extra assignment. Work produce is outstanding. Extremely dependable and trustworthy.


	Show consistenly of performance,  requiring minor correction and supervision. Always meet goals and deadlines, ususally ahead of time. Less mistakes.  Need little supervision.  Will complete occasional special projects.

	Meet basic standard requirment. Work usually passes review. Steady result, usually done on time. Require supervision.

	Work in careless manner. Frequently late on assignment; need prodding. Often make mistakes. Occasionally leaves jobs incomplete and required massive of time to complete a task.


	SCORE :
	
	
	
	

	Factor No.3
Teamwork and
Interpersonal
Relationships
Extend ro which an employee cooperates with effectively influences people in work relationship.

	Obtain highest respects and cooperation from others. Display exceptional skills in communication with all level  in dificult situation. Display positive behaviour 
	Consistenly cooperatiove, helpful and friendly to others.
Displays a high level of team spirit. 

	Maintains effective in working relations with others. Often helps out each other, without any prompting. 
	Does not always get along well with others. Not always cooperative. Tends to put self before team. Has to be asked to help others even when own work is up to date.

	SCORE :
	
	
	
	

	Factor No.4
Problem Solving And Decision Making
	Always offer ideas to solve problems based on good information and sound judgement. Demonstrate ability to make decision and ability to resolve issues.
	Able to make good decisions and resolve issues independently with less guidance.


	Fairly able to make decisions and solve problems but occasionally need guidance from superior for fear of taking risks.
	Unable to make decisions without assistance or guidance. Rarely makes good and timely decisions.

	SCORE :
	
	
	
	

	Factor No.5
Initiative And Leadership Qualities
Does he/she show initiative and react to problems and opportunities without having to be told. Does he/ she shows the ability to lead or direct a group of people & at the same time inspire confidence and respect from them.
	
Able to establish clear, well define objective for quality improvement and communicate to inspire and motivate others.
Capable of influencing others to his/her point of view. Is frequently sought out by colleagues for advise, and by superior for opinions. High leadership potential.
	
Demonstrate creativity and analysis in solving problems. Has shown good organisational skills which have commanded the respects of others. 
	
Reacts well to problems and is normally able to identify opportunities. Show initiatives in helping the team problems and achive goals.
	
Basically a follower and lacks the confidence to be able to lead others. Can only work within clearly defined guidelines,  but occasionally displays some initiative. 

	SCORE :
	
	
	
	




	
	
	
	FINAL SCORE  :   
	/20




D. OVERALL SCORE
	
A. Job Duties & Responsibilities              / 40

B. Key Performance Indicator                  / 40

C. Interpersonal Evaluation                      / 20
       / 100

Score : A + B + C      =  ____________ 

H. Deduction due to displinary __________

Total Score : _________
	Rating Legend :
A) Distinguished :                         80% and above
(Far Exceeds Expectations) 
B) Commendable :	          65%  -  79%
(Exceeds Expectations)
C) Competence	:	          50%  -  64%
(Meet Expectations)
D) Marginal :	                            36%  - 49%
(Below Expectations)
E)  Poor : 	                            35% and below
(Far Below Expectations)




E. COMMENTS BY SUPERVISOR
	Subordinate’s Comments and Signature

	Comments :









____________________________ (Signature)
Date  :


	Superior’s Name   :
Designation            :


	Superior’s Comments Signature

	Comments :







____________________________ (Signature)
Date  :


	Subordinate’s Name   :
[bookmark: _GoBack]Designation            :


	[bookmark: _Hlk25074045]HOD’s Signature

	Comments :








____________________________ (Signature)
Date  :


	HOD’s Name   :
Designation            :






F. COMPETENCY AND SKILLS ANALYSIS ASSESSMENT

	
Please list specific training needs that reflects the core skills and competencies that would most improve his/her performance on the current job. 

Please tick in appropriate box. 1 being least urgent and 5 being most urgent.

	No
	Type of Training
	URGENCY

	
	
	5
	4
	3
	2
	1

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	






G. RECOMMENDATION BY SUPERVISOR

	

	
 □ Promotion:                     New Position _____________________________________________________ 
* Review completion of Training & Development if applicable

 □ Salary Adjustment:        RM____________________- 

Justification _____________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
 □ Annual Increment.     

 □ Redesignation:               New position ____________________________________   

 □ Relocation:                     New Base _______________________________________

 □ Reassignment:               New Positon _____________________________________















H. FOR USE BY HUMAN RESOURCE DIVISION

	Disciplinary Actions


	
					            Yes          No
   1. Verbal 

   2. Warning Letter                                                

   3.  Show Cause Letter                                       

   4.  Domestic Inquiry and punishment     

  
	

1.  Verbal: How many times?

2. Warning Letter: How many times?

3. Show Cause Letter: How many times?

4.  Punishment: What type of punishment?

    _________________________________  (please specify)

	
Increment 		:     _______________ % Percent


Current Basic Salary 	:    RM _______________	       

Current Allowances 	:    RM _______________
(if applicable)

New Salary		:    RM _______________
(if applicable)

Current Allowances 	:    RM _______________
(if applicable)

Date Form Received	:    _______________ 
		                 
____________________________ (Signature)
Name :
Date  :
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