[Company Logo]   [Company Name]
HALF-YEARLY (H1) APPRAISAL FORM
	Company:
	[Company Name]

	Review Period:
	April [YYYY] – September [YYYY]

	Review Date:
	[Date]



	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Date of Joining
	[Date of Joining]

	Work Location
	[Work Location]



Rating Scale for H1 Performance
	Rating
	Label
	Meaning

	5
	Outstanding
	Consistently exceeds all expectations; a role model for others

	4
	Exceeds Expectations
	Frequently goes beyond targets and standards

	3
	Meets Expectations
	Fully delivers what the role requires

	2
	Needs Improvement
	Meets some expectations; clear gaps to close

	1
	Unsatisfactory
	Does not meet the basic requirements of the role



Section 1: Progress on Annual Goals
	Annual Goal
	Annual Target
	Achieved in H1
	% Completed
	H1 Rating
	Comments

	[Goal 1]
	[Target]
	[Achieved]
	[%]
	[1–5]
	[Comments]

	[Goal 2]
	[Target]
	[Achieved]
	[%]
	[1–5]
	[Comments]

	[Goal 3]
	[Target]
	[Achieved]
	[%]
	[1–5]
	[Comments]

	[Goal 4]
	[Target]
	[Achieved]
	[%]
	[1–5]
	[Comments]



Section 2: Goal Changes (if any)
	Original Goal
	Revised Goal / Dropped
	Reason for Change
	Approved By

	[Original Goal]
	[Revised Goal]
	[Reason]
	[Name]

	[Original Goal]
	[Revised Goal]
	[Reason]
	[Name]



Section 3: Behaviour and Working Style in H1
	Strengths shown in H1
	[Comments]

	Areas needing attention in H2
	[Comments]

	Overall H1 rating (1–5)
	[Rating]



Section 4: H2 Priorities and Course Correction
	Priority for October–March
	Action Required
	Support Needed
	Check-in Date

	[Priority 1]
	[Action]
	[Support]
	[DD/MM/YYYY]

	[Priority 2]
	[Action]
	[Support]
	[DD/MM/YYYY]

	[Priority 3]
	[Action]
	[Support]
	[DD/MM/YYYY]



Section 5: Training Needs
	Training or certification recommended
	[Training]

	Proposed timeline
	[Timeline]



Employee comments:
[Employee Comments]

This H1 review is a checkpoint. The final rating for the year will be decided in the annual appraisal.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]
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