INSTRUCTIONS FOR COMPLETING THE AMP APPRAISAL

AMP performance appraisals are completed in a narrative format by the immediate supervisor   

Prior to preparing the appraisal, the employee shall be asked to submit to the supervisor a statement of accomplishments completed during the appraisal period, as well as agreed upon goals and objectives for the coming year.  

Each performance appraisal shall cover performance occurring during the announced appraisal period only and shall address each of the following areas:  

a.
How effectively the employee fulfilled the duties and responsibilities stated on the employee's position description.  

b.
Progress made toward previously agreed-upon goals and objectives.  

c.
Comments regarding special accomplishments occurring during the appraisal period.  

d.
Whether any deficiencies occurred and, if so, corrective action needed.  

e.
Goals for the coming year.  

An AMP Performance Appraisal Cover Sheet must be attached to each appraisal.

Each performance appraisal shall be reviewed with the employee concerned and signed by the employee and the supervisor.  The original of the completed appraisal is sent to the Human Resources Department and a copy is provided to the employee.  

