
PERFORMANCE FACTORS (CRITERIA and WEIGHTAGE) ACHIEVEMENT RATING

A. Production Efficiency (35%) 31.00 2

B. Work Quality (35%) 99.72 4

Target 

Competency 

Level

Equivalent 

%age Weight

Rating 

(Scale of

 1-5)

L1 2% 3

L1 2% 3

L1 2% 3

L1 2% 3

L1 2% 3

C. Expectations : As per Innodata's Competency Framework (20%) 15 12% 15 3

D. Attendance and Punctuality                                                                                                     Attendance will be measured based on the below descriptions

Step 1. 

Step 2. 

Step 3. 

Attendance and Punctuality Rating (10%)                                                                     3 3

Overall Performance Rating (Part A+B+C+D using the 1 - 5 rating scale) 3
Development Areas:

List down areas for Improvement /Development/Training Needs  

1

2

3

4

5

Employee's Statement (Optional—Additional sheets may be used):

APPROVALS ACKNOWLEDGEMENT

0 NITIN GUPTA IMEE ROSE ESTREMOS
Appraiser Name Evaluator Name Employee Name

2/12/2018 2/12/2018 2/12/2018
Appraiser Signature Date Evaluator Signature Date Employee Signature Date

Click here to indicate assessed training needs of the employee for 2019 Click here to  set 2019 Goals

Manager's Comments:

Continue to develop skills in ensuring thoroughness of work Comments box

(click to set target efficiency)

PERFORMANCE RATING SHEET

Immediate Supervisor reviews attendance records

Provide rating after mapping against description

Enter the score in the corresponding box to get the 

achievement rating

Shall attend enhancement sessions as part of continual improvement.

(click to set target quality)

Thoroughness - Ensuring that one’s own and/or other’s work and information are complete, accurate and delivered appropriately in a timely manner.

C. Expectations : As per Innodata's Competency Framework

       (click on the blue button to see the Competency Framework)
Accountability - Hold Self and others accountable for measurable high quality and cost effective results. 

Adaptability - Openness and flexibility to accommodate and implement new ideas, solutions and ways of working, to constantly meet customer expectations and thrive in the 

dynamic business environment.

Analytical Thinking - Ability to understand and interpret data/information to be able to have a holistic view of the situation or work-related requirement.

Communication - Leverages the oral and/or written communication channels appropriately to connect with stakeholders and deliver successfully at work. 

Attendance Rating Description / Parameters

5

Incurred approved leaves of 10% of total entitled leave credits for the year, filed in advanced and not taken on peak business 

periods, with the exception of sick leaves as long as covered with a duly-signed medical certificate from the attending 

physician ;  NO Lates,  Undertime 

4
Incurred approved leaves within entitled leave credits for the year with the exception of sick leaves as long as covered with a 

duly-signed medical certificate from the attending physician , NO  absences, lates, undertime

3

Incurred approved absences more than entitled leave credits for the year with the exception of sick leaves as long as covered 

with a duly-signed medical certificate from the attending physician  ; with tardiness but within allowable tardiness limit as per 

Attendance policy; no undertime and violations of attendance-related offenses as per COD

2 With disciplinary action against Atendance-related offenses up to Written warning

1 With disciplinary action against Attendance-related offenses up to Suspension

https://forms.office.com/Pages/ResponsePage.aspx?id=NMWSvmB7MEa8AexRIlSNRzAI9QMKpuJJodnG5fudU-pUOFpaRk9VTEJFU1k3NkRTRE9SQ0Q3WTY0Ri4u

