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Individual Goal setting forms process: 

 

Step 1: Enter the Employee Name & Number

 

 

Step 2: Select the Division from the drop down

 

 

Step 3: Select the Department
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Step 4: Select the Position Title

 

 

Step 5: Select the Appraisal Period: 

• Existing employees from 1st Jan 20xx to 31 Dec 20xx 

• For New employees (For the particular financial period) from Date of join to 31 Dec 20xx 

 

 

Step 6: Type the Key Performance Indicators (KPI) Details:

  

Targeted Objective (Dept KPI/JD) to be 

achieved for the particular financial year 

Related supporting source 

for the measure of Targeted 

Objective (Dept KPI/JD) 

Assigned weight 

for achieving the 

objective 
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Step 7: Select the Technical Competencies (As mentioned in the Job Description)(NOT Required for Middle & Senior Management 

level) 

 

 

 

Step 8: Select the Technical Competencies required level (As mentioned in the Job Description) (NOT Required for Middle & 

Senior Management level) 
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Step 9: Select the Behavioral Competencies (As mentioned in the Job Description) 

 

 

 

Step 10: Select Behavioral Competencies required level (As mentioned in the Job Description) 
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Employee Performance Review Process:  

Step 1: Enter the Employee Name & Number (As mentioned in the goal setting) 

 
 

Step 2: Select the Division from the drop down (As mentioned in the goal setting) 

 

 

Step 3: Select the Department (As mentioned in the goal setting) 
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Step 4: Select the Position Title (As mentioned in the goal setting) 

 

 

Step 5: Select the Appraisal Period: (As mentioned in the goal setting) 

 

 

Step 6: Select the Appraisal Period: (As mentioned in the goal setting) 

 

 
Targeted Objective (Dept KPI/JD) to be 

achieved for the particular financial year (As 

mentioned in the Goal setting) 

Assigned weight 

for achieving the 

objective (As 

mentioned in the 

Goal setting) 

 

Achieved Target 

for the particular 

financial year 
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Competency Review forms process:( Middle Managers Competency form) 

 

Step 1: Enter the Employee Name & Number (As mentioned in the goal setting) 

 

 

Step 2: Select the Division from the drop down (As mentioned in the goal setting) 

 

 

Step 3: Select the Department (As mentioned in the goal setting) 
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Step 4: Select the Position Title (As mentioned in the goal setting) 

 

 

Step 5: Select the Behavioral Competencies (As mentioned in the goal setting) 

 

 

Step 6: Select the Required Position Competency Level (As mentioned in the goal setting) 
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Step 7: Mention Employee Competency Level (As per Rating Scale highlighted) 

 

 

Step 8: If the evaluation of competency level is 1(Poor Performance) or 2 (Below Expectations), Then you have 

to mention the Failure reason/ criteria as per behavioral dictionary levels Note: if the failure reason /remark 

is not mentioned in the column then the total results will show error figure
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Competency Review forms process:(Staff, Specialist& Supervisors Competency form) 

 

Step 1: Enter Employee Name & Number

  

 

Step 2: Select Division from the drop down 

 

 

Step 3: Select Department

 

 

Step 4: Select Position Title
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Step 5: Select Technical Competencies (As mentioned in the goal setting) 

 

 

Step 6: Select Required Position Competency Level (As mentioned in the goal setting) 

 

 

Step 7: Mention Employee Competency Level (As per Rating Scale highlighted) 
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Step 8: If the evaluation of competency level is 1(Poor Performance) or 2 (Below Expectations), Then you have 

to mention the Failure reason/ criteria as per technical dictionary levels Note: if the failure reason /remark is 

not mentioned in the column then the total results will show error figure

 

 

Step 9: Select the Behavioral Competencies (As mentioned in the goal setting)

 

Step 10: Select the Required Position Competency Level (As mentioned in the goal setting)
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Step 11: Mention the Employee Competency Level (As per Rating Scale highlighted)

 

 

 

 

Step 12: If the evaluation of competency level is 1(Poor Performance) or 2 (Below Expectations), Then you 

have to mention the Failure reason/ criteria as per behavioral dictionary levels Note: if the failure reason 

/remark is not mentioned in the column then the total results will show error figure
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Remarks & Comments 

 

 

1. Strength of the employee: 
Eg: The staff work always with the positive attitude 

      Able to deliver assigned tasks on time 

      Knows how to prioritize one task over the other 

      Works well with the team 
 

2. Area of development of the employee: 
Eg: Needs to develop analytical skills and choose the best way to deal with the situations.  

      Spends too much time focusing on less important aspects of daily job. 
      Needs to improve on how to deal with challenges and changes 

Name of the Interested 

Party

Signature:  Date:

Signature:  Date:

Signature:  Date:

 Individual Training Recommendation (Recommend Training Courses /Modules Based on achieved performance results)

Name of the Course/Module Recommended date (DD/MM/YYYY)

Feedback given

Compliance Checked & Verified by 

Employee Name: 

Direct Report/Manager Name: 

Performance Management section use only:

Note:Kindly refer the Job aid in GUIDE (Doc #:3118) before you fill All the below sections)

Area/'s not added value

Career Path Requirment :

If the employee ready for the next position level, please recommend the job title (position will be filled subject to the availability)

Interested Parties Review : (Please fill the below only if there is any feedback identified during the year by Interested parties)

Approvals:

Employee’s Name:  

Supervisor’s Comments: (Required) Employee’s  Comments:

Areas of Strength Areas of Development

Long term evaluation :(Please fill the below only if the training attended NOT added value)

Attended Training Name

Type of Interested Party

Internal/External

2 

  

3 

  

  

  

    

4 

5 

6 

7 8 

1 
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      Communication must be more clear, concise & focused. 
 

 

3. Career path of the employee: 
Based on the appraisal results recommended position of the next level (This may occur as part of the performance 

appraisal process and takes into account the interests, knowledge and skills of the employee. Additional 

education, training or work assignments may be planned as mechanisms to qualify employees for subsequent 

roles within his career path.) & based on the availability of the position. 

 

4. Attended training feedback (Long term evaluation): 
Based on the training attended by employees (Table will be provided to concern managers) the direct manager 

(Who fills the appraisal) has to mention the Attended Training Name & Area/'s not added value, ONLY if the 

training attended NOT added value. 

 

5. Training needs of the employees: 
Based on the appraisal results recommended trainings & date for the employee 

Name of the Course /Module Recommended Date (DD/MM/YYYY) 

Eg: Training on customer relations 01/03/2023 

Eg: Training on Time Management 15/04/2023 

 

6. Interested Parties evaluation: 

 
Note: The interested parties to be selected from Identification of Interested parties document in GUIDE & this 

has to be filled ONLY if there is any feedback from Interested Parties 

 

7. Supervisor’s comments: 
 

 Inappropriate Comments ✓ Appropriate Comments 
He/She is a very bad employee Employee Needs to improve his / her attitude and focus more on the assigned tasks. 

He/She is too impatient Needs to be more patience while performing day to day assignments. 

Bad communication Employee Needs to be improving listening skills and focus more on developing oral 
and written communication skills. 

He/She is a terrible performer 
 

It could be more effective if he/she focused on performing the tasks assigned. 

 
 

8. Comments of the employees: 
  It should be relevant to the appraisal without any assumptions 

End of Document 

https://www.thebalance.com/what-is-a-performance-appraisal-2062058
https://www.thebalance.com/what-is-a-performance-appraisal-2062058

