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INTRODUCTION 

Whilst this form provides a structured framework for documenting and assessing work performance its success as 

a management / supervisory tool is to facilitate an open and honest discussion on performance. Whilst ongoing 

performance feedback, particularly against the key performance indicators (KPl's) outlined in Section A should be 

occurring on a regular basis (throughout the review period) the benefits of positive and constructive feedback are 

well documented, and with this in mind, it is important to ensure that the agreed ratings are an accurate reflection 

of the employees' performance over the review period. Inaccurate assessments are counteraproductive (for both 

the company and the employee) as both the link to training and development and compensation becomes distorted 

and the implications far reaching, not only internally but externally in terms of the company's ability to consistently 

meet the expectations of customers. 

Rating Scale 

Significantly Exceeds Expectations/ Outstanding 

' 
' Performance significantly exceeds expectations in all essential areas of responsibility. An outstanding 
' 

I result qualified by an exceptional or unique contribution in support of the section, department or division 

I 
� or the successful completion of a major goal or project. This rating is achievable by any employee although 
�

given infrequently. Note: a rating of 5 requires qualification. 
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, , Exceeds Expectations / Above Satisfactory 
: 

I, 
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� Above standard performance with results exceeding expectations in all essential areas of responsibility. 

Meets Expectations / Satisfactory 

s Performance consistently meets expectations in all essential areas of responsibility. 
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