Performance Appraisal Form
Company name: ____________________    Document no.: __________    Version / Date: __________

Appraisal Details
	Employee name
	

	Position / Department
	

	Date of joining
	

	Appraisal period (from / to)
	

	Appraiser
	

	Reviewer
	



Part 1: Goal / KPI Achievement (weight 60%)
	Goal
	Measure
	Target
	Actual
	Achievement %
	Score 1-5

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Part 2: Core Competency Behaviours (weight 40%)
	Competency
	Score 1-5
	Specific examples

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Employee Self-Assessment
Three achievements I am most satisfied with this year:
Where I need support from the company:
The direction I would like to develop in:

Goals & Development Plan for Next Year
	New goal
	Measure
	Deadline
	Training / support required

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Summary
Overall rating: [ ] 5 Outstanding  [ ] 4 Exceeds expectations  [ ] 3 Meets expectations  [ ] 2 Needs improvement  [ ] 1 Below standard
Recommendation: [ ] Salary increase ______%  [ ] Promotion to __________  [ ] Bonus factor ______  [ ] Performance improvement plan (PIP)
Appraiser signature: __________  Date: ________
Employee signature (acknowledged, not necessarily agreed): __________  Date: ________

This template is provided by hkhrtool.com for general reference only and does not constitute legal advice. Please adapt it to your company policy and each individual case before use.
