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Behaviorally Anchored Rating Scale

Position: Chemical Equipment Operator
Job Dimension: Yerbal Communication

i [] This

operator could be expected to:
check wverbal instructions against written procedures
always check to make sure hesshe heard others correctly

brief his/her replacemeant gquickly and acourately, giving
only relevant information

operator could be expected to:
inform superiors immediately if problems arise

listen to others carefully and ask guestions if he/she does
not understamnd

give information, instructions, etc., in a calm, clear voice

operator could be expected to:
always inform others of his/her location in the plant

avoid discussing non-work-related subjects when relating
plant status to others

inform others of all delays that took place on the shift

aoperator could be expected to:
give others a detailed account of what needs to be done,
but not to establish priorities

mumble when speaking to others

= not face the person communicating with himy/her and act

disinterested

operator could be expected to:
fail to relate all necessary details to those relieving himy/her
at break or shift change

= ot seek information and only offer it when asked
= guess at status of pots when relaying information

not check to be sure he/she has heard others correctly, but
rely on what heys/she thought he/s/she heard

leawve out information about his/her own ermmors when talking
to others

2z [1 This

operator could be expected to:
newver ask for help if unsure of something or if errors are
made

= refuse to listen to others
= continually yvell at others and use abusive language

operator could be expected to:

not answer when hesshe is called

refuse to brief his/her replacemeaents

give person relieving him/her inaccurate information
deliberately
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Ford Vehicles Lineup

Cars

Fiesta 4Drs/5drs Focus 4Drs/5Drs

Mustang

Crossovers & SUVs

Everest Explorer

Escape

Taurus



Pickups/Trucks

F-150 Ford Ranger

Commercials

Ford Transit Ford Super Duty

Ambulance Cash in Transit

Troop Carrier Vehicle Fire Fighting Vehicle
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Land Rover Products | Model Lineup

All New Range Rover Range Rover
Range Rover Sport Evoque
Land Rover Land Rover Land Rover

Defender Freelander Discovery

Jaguar Products | Model Lineup

Jaguar XJ Jaguar XF

Jaguar XK Jaguar F-Type
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A.V.R (AVIS CAMBODIA)
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Express Food Group






Performance Review Form

fuvuehwalgmani

Purpose.'I:I Probation Evaluation I:I Annual Evaluation I:I Promotion Evaluation

fihK st upp g
Name Performance year
R

Emp. #

Ginni msipy

Job Title Team Leader
inn MG FNWalY
Division Date of review

igA§o nyjunwnigigGant

Pl

Section 1: Performance Review

>

imap Sanwalgapisihwigmrdminie grugupiadinnhiv sy

Discuss and assess performance against factors as they apply to the employee in their position.

>

H{M e i
Performance ratings

&- Teg Ut e U
5 — Exceptional

AANMAMANINS U AMiAaga T hyAgmidiaeine

Significantly exceeds job requirements and performs in the top 10% of peers

2 - Inconsistent

G- RIAM &S W IM ST MMM AmMiAaga T

4 — Highly Often exceeds job requirements and performs in the top 30% of peers
effective:

m- ry SrnmmMEnIELRNEh W - yaTInmminims g

3 - Effective Fully meets job relquirements — good performance

- I jY UIEEMUENINSAGHG

Meets some but not all job requirements — may include those new in

job

9- Igpt

1 - Unsatisfactory

Sinmmaniymun{B vy

Rarely meets job requirements

Factors: examples of what this may mean in practice

rgened Samitnnsigmwimsiapeihimiunpspi H{M




Comments and feedback from reviewing Manager.

Performance
Rating1-5

(Circle as appropriate)

9- AANMAMING: o SAEH WD UNSWASHSAMA

1. Quality of work: Accuracy and consistency of work, attention to details

1 2 3 4
5

#gensu§ §in mitnnsi:
Comments & feedback:

- BT NN TIOMMENIM S AU D EW A S0 0UH 0 W B G E
NPT

2. Quantity of work: Amount of work, completion of work on time,

meets sales targets

1 2 3 4

#genag§ B mitansi:

Comments & feedback:

m- Gransdngamimi: hgnwsinEamimine g nssg:oRIsshln wiw
HIG {BUmEmnminngIms

3. Job Knowledge: Current level of knowledge and ability to learn

and adapt as the job changes

1 2 3 4

#genau§ B mitnnsi:
Comments & feedback:

G- MOIGUASA: SUUAMNMGEINMMINIY NSMAMN MW §uges
[RIMIMIT NGHNHA N AMIGUEINNUN SHIGIIIEE6]

4. Initiative: Ability to work with limited supervision, takes
accountability and ownership for work, makes suggestions and

decisions, participative

1 2 3 4

#genau§ fin mitnnsi:

Comments & feedback:




G- MINIUIMI: NISUBRM A IGMENIN S Yty W asviasin 1 2 3 4
5. Team work: Ability to work well with others 5
Hea s 8h mitnnsl:

Comments & feedback:

b- MIGHAGSH: MISUNL fUiteul BAANUHISUTANGRATANG SO@S [prigm | 4 o 3 4
N

6. Communication: Clarity and effectiveness when speaking and o
writing, listening skill.

#gen g8 B mitnnsi:

Comments & feedback:

n-MnnGeAtHmS: thyawadgeama Sirgaamunnn hyawningn { 2 3 4
suifimn S{uRudmuusugnigd 1 UHamumiImign

7. Reliability: Attendance and punctuality, complies with safety and 5

other regulations. Does what is expected / agreed.

#gene§ 8 mitnnsd:

Comments & feedback:

G- MigaL{En (U siSmonHgigms) @ msiismisiusmaichnsms §i 1o: 5 3 4

mpiminagnwyadis WA MuMimy sy S{uRgmn g
8. Managing People(if applicable): Organizes and plans resources,

effective delegation and follow through

#genau§ fin mitnnsi:
Comments & feedback:




8- 0 g jrugiafaninssgidnasnfndgmnismiGinmaniaman: 1 2 3 4

9. Other: Option to specify any other important aspects of performance in this
Jjob

#gensu§ B mitnnsi:
Comments & feedback:

adl: dsm Shuayjitunutfnigivgns

Section 2: Optional section: skills and behaviours to focus on next year

° o

ssiyamtmamhatwisg

Co

untidssaigsaSnmnayjdiunyw
UIu

Zla

gstirumGham

Describe the one or two key skills / behaviours that are most critical to succeed next year

Section 3: Summary comments and feedback

To be completed at the performance review(s)

URGA: (MEGAEMER U Eimimismuetyge Iamaminmgjng)

Employee: (this could include any comments about future jobs or direction)

MU 8§ MUUTIGS:




Signature & date:

HAPUEN: BAgIFuptanisiinpmimannuwy) ShnowmsHsnig: Jruntimeundi
28 sunUHSIAR)
Manager:(general statement on overall performance over the year and could include any comments about

future development opportunities)

MU {1 MUUTIGS
Signature & Date
INUUMU- fUTUGISAIUM SIHWUM SHAAUAN

Once completed, this form should be sent to the Manager's Manager

[WEMSHARUAN: (ASHJIGIRIN INWEIUHS AN EUS)

Manager's Manager: (review and option to add comments)

INUUMU- [UUUGISRIUVMSIFIIMWTmSyAAUARTGA

Once completed this form should be sent to the Division Manager



BIUHMN WA ANt mimi:

fsuugrs:ShmsumumwinsmiNmapaiminwaigrs:

Overall performance rating:

To be finalized after the performance review discussion

>

H{M AN
Performance ratings

- Teu pdTeu U

5 — Exceptional

AANMAMINIMS U AmiIdagn thyat§midinudga

Significantly exceeds job requirements and performs in the top 10% of peers

G- yAMes

4 — Highly effective:

MW IMNSTINMMENIu U AMIBaGH
Often exceeds job requirements and performs in the top 30% of peers

2 - Inconsistent

m- ry GrnmMEMIELHThW - hyAGInMmMENimnsny
3 - Effective Fully meets job requirements — good performance
- (YHE]Y FUHEGMIMINSAGHG

Meets some but not all job requirements — may include those new in job

9- gty
1 - Unsatisfactory

GinmmEniIMunBayEjY
Rarely meets job requirements




Instructions for Completing Objectives and Review Form

1. Personal Data

- Complete the Personal Information.

2. Key Objectives: (Manager & Employee to agree targets & timeline.)

- Objectives can cover a range of the key activities/projects to be undertaken during the review period. These could include specific projects that need to be
completed; measures of team performance or customer service satisfaction. These can be qualitative and quantitative objectives.

- The objectives should be agreed between the Manager and the Employee at the start of the year - January. The objectives of the employees in the team
should be aligned with those of the Department Leader/Business.

- Each of these objectives should be specific, measurable, time-bound and reflect the 'what' is to be achieved.

- Objectives will each need to be reviewed between the Employee and the Manager at Performance Review time to assess the achievement of these. The
outcomes are to be updated in the Results Achieved section.

- Manager and Supervisor must include at least one objective relating to Management and Development of their team. This should also include reference to
the completion of performance reviews at least annually.

- Objectives will also need to be prioritized / weighted for importance i.e. if your job is primarily Sales, then you would expect that Sales would be the number
one priority. However, you are also responsible for the delivery of customer service; identification of new customers and business development. These should
also be objectives against which your performance is measured however of lower priority than 'Sales'.

- Tips for SMART Objective Setting

Specific
What makes this particular goal specific?

Clearly stated.
Describing a function to be performed.
Uses action verbs to describe what has to be done.

Measurable
How is this goal measurable?

It is quantifiable.
Limits and parameters are defined.
Resulis are observable.

Achievable
How is the goal within reach?

There is the required degree of experience.
The necessary skills and knowledge are present.
The resources to carry the work out are available.

Realistic
How do you know this goal is relevant to the
work to be done?

It has a clear link to department goals.
It is clearly linked to your key job tasks.
It will help you achieve development objectives/caraer plans.

Timeframe
What timeframes have been set for the
completion of this goal?

It has a clearly defined completion date.
There is a clearly defined duration to the goal.
The frequency with which work must be performed is clearly defined.

000 000 CO0C 000 006

3. Ratings (Manager to complete)

- For each Objective, a rating should be selected from the drop-down box.

Objective Exceeded Objective achieved and consistently or significantly exceeded it.
Objective Achieved Achieved the objective stated
Objective Partially Achieved Did not meet the objective at all or fully

- At the bottom of the form, you also need to select an 'Overall Rating' of the performance for the year taking into account, the achievement of the
obiectives.

Achievement Rating:
Exceeded Job requirements met and often exceeded
Achieved Fully meets all of the job requirements
Partially Achieved Meets some but not all job requirements

4. Employee Assessment (Employee to complete) - Optional

- Employee may choose to make comments about the performance over the review period.

5. Direct Manager / Matrix Manager Assessment (Direct Manager & Matrix Manager to complete)




- Direct Manager & Matrix Manager must provide comments about the overall performance period.

- Overall Rating: The rating is an assessment by the Manager of the overall performance of the individual during the review period. Managers should
complete this AFTER the performance review discussion. The overall performance assessment should not be discussed with the employee until agreement
and sign-off received from 1 over 1 Manager and HR Department.

- All three signature sections must be completed before the performance review document is forwarded to Human Resource department.



vs 1-7th Oct, 2014

Employee Name: Year: 2018

Job Title: Direct Manager:

Employee ID: Matrix Manager:

Department: Human Resources Date of Review:

PERFORMANCE OBJECTIVES (MINIMUM OF 4 - MAXIMUM OF 5)

Objective Weighting 35%

Target / Action Plans:

Timeline to be achieved ‘ 31-Dec-18 ‘ Achievement Rating:

Results Achieved:

Objective Weighting | 30% |Timeline to be achieved ‘ 31-Dec-18 ‘ Achievement Rating:

Target / Action Plans:

Results Achieved:

Objective Weighting | 15% |Timeline to be achieved ‘ 31-Dec-18 ‘ Achievement Rating:

Target / Action Plans:

Results Achieved:

Objective Weighting | 10% |Timeline to be achieved ‘ 31-Dec-18 ‘ Achievement Rating:

Target / Action Plans:

Results Achieved:

Objective Weighting | 10% |Timeline to be achieved ‘ 00/00/00 ‘ Achievement Rating:

Target / Action Plans:

Results Achieved:




vs 1-7th Oct, 2014

LINE MANAGER / MATRIX MANAGER ASSESSMENT

EMPLOYEE SELF ASSESSMENT

OVERALL RATING:

Date: Date: Date:
EMPLOYEE NAME & SIGNATURE: DIRECT MANAGER NAME & SIGNATURE: MATRIX MANAGER NAME & SIGNATURE:




Instructions for Completing Performance Review Form

1. Personal Data
- Complete the Personal Information.
2. Performance Review

- Manager to discuss and assess performance against each factor as they apply to the employee in their positions.

- Please comment on any particular areas and strengh (with examples) or opportunities for development.

Performance Ratings
Exceeds Expectations Job requirements met and often exceeded
Achieves Expectations Fully meets all of the job requirements
Partially Meets Expectations Meets some but not all job requirements

3. Overall performance rating

- Manager to complete after the performance review discussion. The overall performance assessment cannot be discussed with the employee until
after the review has been discussed and agreed by 1 over 1 Manager and HR.

Overall Performance Ratings

Exceeds Expectations Job requirements met and often exceeded
Achieves Expectations Fully meets all of the job requirements
Partially Meets Expectations Meets some but not all job reqguirements

4. Summary comments and feedback

- Employee may choose to make comments about the performance over the review period.
- Team Leader & Manager must provide comments about the overall performance period.

- All three signature sections must be completed before the performance review document is forwarded to Human Resource department.



PERFORMANCE REVIEW FORM - OPERATIONAL EMPLOYEES

PERSONAL DATA

Employee Name Performance Year
Employee ID Team Leader
Position Manager
Department Date of Review

Section 1: Performance Review

Please comment on the employee’s performance against each of the areas with examples. Performance Rating

1. Work Effectiveness (Quality and Quantity of work, complies with safety and other regulations).

Comments & feedback:

2. Team work: Ability to work well with others. Assists with additional workloads to achieve team goals.

Comments & feedback:

3. Communication: Clarity and effectiveness when speaking and writing.

Comments & feedback:

4. Personal Commitment: Relates to others with a positive and professional attitude. Cooperates and works to gain support and
commitment from others. Strives to do the best job possible. Attendance and punctuality.

Comments & feedback:

5. Initiative (focus on customer, show flexibility, adaptability, accountability)

Comments & feedback:

Overall performance rating:

Page 1



Section 2: Summary comments and feedback

EMPLOYEE :

TEAM LEADER :

Employee Signature Team Leader Signature Manager Signature

Page 2
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Good Luck on Your Way!
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