
EMPLOYEE PERFORMANCE PREAPPRAISAL 
STATE OF ALABAMA 

Personnel Department

Form 13P 
Revised (01/2006)

Employee Name:  

Agency: 

Classification: 

Period Covered From:                                  to:

Social Security Number: 

Division: 

Class Code: 

Position Number:

RESPONSIBILITIES/RESULTS: Responsibilities and results on which an employee will be rated should be listed 
below. These factors should be discussed with the employee during the Preappraisal session at the beginning of 
each appraisal year. Please refer to the Performance Appraisal Manual for instruction on specifics of preparing, 
conducting, and completing the Preappraisal. Refer to the same manual for information concerning how to 
develop responsibilities and results.

XXX-XX-



WORK HABITS: Provide a check in the appropriate space to document that the policies and procedures 
concerning the following areas have been discussed with the employee. For instructions, refer to the Performance 
Appraisal Manual and policies of the agency. 
CHECK WHEN DISCUSSED: Attendance 

 Punctuality 

 Cooperation with Coworkers 

 Compliance with Rules

PREAPPRAISAL SIGNATURES: Signatures are mandatory. 

 Date the Preappraisal Session was held with the employee: ______________________________________________ 

 Employee Signature: (denotes discussion and receipt of form, not agreement): ______________________________ 

 Rater Signature: (denotes discussion and employee receipt of form) _______________________________________ 

 Reviewer Signature: ______________________________________________________________________________

EMPLOYEE PERFORMANCE MIDAPPRAISAL

Describe any employee's strength(s) in performing responsibilities and/or conducting work habits, as observed, 
during the first half of the appraisal period.

Describe any area(s) that the employee needs to improve in performance of responsibilities and/or work habits, 
as observed, during the first half  of the appraisal period. Document any actions taken or the corrective action 
plan that was developed to improve the areas of weakness. If a plan has not been developed, it is appropriate 
for the rater to consider developing a plan at this time.

State the areas where the employee has performed in a fully competent manner during the first half of the 
appraisal period. Documentation in this area means that the employee performed to the expected level of 
performance as discussed in the Preappraisal session. If there is no documentation in the first two areas, this 
section should be completed.

A Midappraisal session has been held on this date and performance has been discussed: ___________________

Employee Signature: ___________________________________ 

Rater Signature: _______________________________________ 

Reviewer Signature: ____________________________________

Initial if comments attached: ______________ 

Initial if comments attached: ______________ 

Initial if comments attached: ______________
(Signatures denote that a Midappraisal session has been held between the supervisor and employee. Signatures are mandatory. 
Employee signature does not denote agreement but discussion of the form and rater comments. Comments may be attached. The 
person attaching comments must initial in the appropriate space.)
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