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I. The Annual Appraisal 
 
 A. The annual appraisal of an employee’s work performance is measured against the 

requirements established by the supervisor and the District for that position.  It is 
a constructive, positive process for improving performance and supervision. 

 
B. The annual appraisal means that: 
 

1. Employees receive positive recognition for meritorious work. 
 
2. Employees are aided in improving their present performance and in 

qualifying for upgrading. 
 

3. Employees and supervisors are communicators and gain a clearer idea of 
their mutual work relationships. 

 
4. Differences are cleared up before they have a chance to become serious. 

 
C. The annual appraisal may help a supervisor to: 
 

1. Let his/her employees know what is expected of them and how well they 
are meeting expectations. 

 
2. Plan the work of his/her department better by being able to estimate more 

accurately what his/her employees can do. 
 

3. Determine training needs and causes for his/her employees. 
 

4. Identify employees who are best qualified for additional responsibilities. 
 

5. Obtain an understanding of each employee’s strong points and the areas in 
need of improvement.  

 
6. Develop plans to make more use of these strong points and to improve 

performance. 
 

7. Discover potential not being used and formulate plans for developing and 
using this potential. 
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8. Recognize who are unwilling or unable to perform satisfactorily in their 
current assignments and collect information on which to base action. 

 
II. How to Appraise Performance 
 

A. Determine the performance requirements. 
 

Performance requirements objectively describe the quality, quantity, timeliness 
and the manner of performance necessary to accomplish a job satisfactorily.  
Performance requirements establish how the work activities necessary to carry out 
the general duties and responsibilities will be accomplished.  This may include 
establishing written job descriptions if they are not available. 

 
B. Discuss the performance requirements with the employee(s). 
 

Review the performance requirements with each employee to reach a common 
understanding on what can reasonable be expected from the employee. 
 

C. Observe 
 

1. Performance appraisal is continuing day-to-day responsibility. 
 
2. In daily contacts with the employees, the supervisor should observe their 

performance and note situations that call for more than normal attention. 
 

D. Appraise objectively 
 
1. Factors to eliminate from your consideration are: 
 

a. Prejudices and partialities i.e. appearance, sex, age, personal likes 
dislikes. 

 
b. Spot performance i.e. single instances of exceptional or 

unsatisfactory performance, particularly the recent ones. 
 
c. The “halo” effect:  allowing exceptional or unsatisfactory 

characteristics affect judgment of other characteristics being 
evaluated. 
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d. Unwillingness to make an unfavorable judgment. 
 

e. Being in a hurry; failure to take time to do thorough job. 
 

E. Conference with the employee to review and sign the appraisal. 
 

The employee’s performance must be reviewed in a conference so that he/she 
knows where the work exceeds, equals or falls below each requirement, and how 
he/she is doing as a whole. 
 
Points to remember:  (i) arrange a private place for discussion; (ii) put the 
employee at ease; (iii) mention strong points; (iv) encourage the employee to talk; 
(v) listen; (vi) discuss areas needing improvement; and (vii) encourage the 
employee to develop a self-improvement program.  

 
F. Take appropriate action. 
 

Evaluating an employee’s work performance is useful only to the extent to which 
a supervisor takes action to bring about improvement or to enable an employee 
use his/her strengths fully. 
 
A supervisor may take on or more of the following actions: 
 
A. Assist the employee through guidance, training and encouragement in 

improving performance which is below standard. 
 

B. Make better use of an employee’s strong points by assignment of duties 
which take advantage of them. 

 
C. Begin action to change the assignment of, or if necessary, recommend 

disciplinary action of, a worker whose performance remains unsatisfactory 
after reasonable efforts to improve it. 
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