
Performance Appraisal: Supervisor


Supervisor
Name: ...................................................................................          Site/Location: ......................................................................................


Review Date: ......................................................................          Line Manager: ………............................................................................  


Reviewed By: ……................................................................          Review Period: 4 wks □  12 wks □  Year: …………......................
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	Review Details: 
	Notes: All fields to be completed and signed and dated by Mgr’s, Supervisors with Significant other signing agreement:

	Preparation Before the Shift
1.1 Stock Levels Correct (Fridges/Freezers filled)
	    
    1               2               3               4               5

	1.2 Bar Set Up for Open
	    1               2               3               4               5

	1.3 Preparation Made (Minimums charts)
	    1               2               3               4               5

	1.4 Extra Jobs Completed
	    1               2               3               4               5

	1.5 Reporting other Closing  Errors
	    1               2               3               4               5

	During Shift
2.1 Lights/Aircon
	    1               2               3               4               5

	2.2 Preparation - Maintain levels for shift
	    1               2               3               4               5

	2.3 Events Organised
	    1               2               3               4               5

	2.4 Music & Sound Levels
	    1               2               3               4               5

	Floor
3.1 Table arrangements & general tidiness
	    1               2               3               4               5

	3.2 Check Condiments & Napkins
	    1               2               3               4               5

	3.3 Directing Customers
	    1               2               3               4               5

	3.4 Cleaning Material in Maximised Position
	    1               2               3               4               5

	3.5 Toilets Checked Periodically
	    1               2               3               4               5

	Running Food
4.1 Communicate Wait On Food
	    1               2               3               4               5

	4.2 Tables Cleared
	    1               2               3               4               5

	4.3 Watch/bell being Used 
	    1               2               3               4               5

	4.4 Dirty Baskets Organised 
	    1              2               3               4               5

	4.5 Pre-made Sauces
	    1               2               3               4               5

	4.6 Bins Emptied
	    1               2               3               4               5

	4.7 Trays Wiped Down
	    1               2               3               4               5

	
Clearing Floor
5.1 Floor Clear or Rubbish Cleared
	    

    1               2               3               4               5

	5.2 Surfaces Wiped Down
	    1               2               3               4               5

	5.3 Sprays and Blue Roll Dispensers Filled
	    1               2               3               4               5

	5.4 Candles Lit
	    1               2               3               4               5

	5.5 Glasses on the Bar
	    1               2               3               4               5

	5.6 Empty Baskets Cleared Up
	    1               2               3               4               5

	5.7 Baskets for Bones Provided
	    1               2               3               4               5

	5.8 Lemon-Wipes Stocked Up
	    1               2               3               4               5

	5.9 Washing-Polishing Glasses
	    1               2               3               4               5

	Kitchen
6.1 Preparation (Cheese, Carrots etc.)
	    1               2               3               4               5

	6.2 Opening Checks/Closing Check
	    1               2               3               4               5

	6.3 Stock Level Checks
	    1               2               3               4               5

	6.4 Wait on Food - Provide Support/Communicate 
	    1               2               3               4               5

	6.5 Cleaning Surfaces
	    1               2               3               4               5

	6.6 Date Label Checks
	    1               2               3               4               5

	6.7 Drop Freezer Stock Filled
	    1              2               3               4               5

	6.8 Ticking Tickets/Kitchen Till
	    1               2               3               4               5

	6.9 Floor Cleared
	    1               2               3               4               5

	6.10 Bins Emptied
	    1               2               3               4               5

	Breaks
7.1 Standard Breaks
	    1               2               3               4               5

	7.2 Breaks for long shifts (10hours)
	    1               2               3               4               5

	7.3 Staff Food
	    1               2               3               4               5

	7.4 Communication
	    1               2               3               4               5

	7.5 Staggering
	    1               2               3               4               5

	Closing Down
8.1 Jobs for the Next Day
	    1               2               3               4               5

	8.2 Preparation for next Day
	    1               2               3               4               5

	8.3 Cleaning Jobs
	    1               2               3               4               5

	8.4 Events (Paid for) & Cleared up
	    1               2               3               4               5

	8.5 Marry-up/Restock
	    1               2               3               4               5

	8.6 Bar Checks 
	    1               2               3               4               5

	8.7 Kitchen Checks
	    1               2               3               4               5

	8.8 Floor Checks
	    1               2               3               4               5

	8.9 EOD Completed
	    1               2               3               4               5

	Complaints
9.1 Understanding Full Story
	    
1               2               3               4               5

	9.2 Replacing Food or Drink
	    1              2               3               4               5

	9.3 Customer Service
	    1               2               3               4               5

	9.4 Inappropriate Behaviour
	    1               2               3               4               5

	9.5 Refusal of Service
	    1               2               3               4               5

	9.6 Report Books (Incident/Accident/Refusal of Service)
	    1               2               3               4               5

	9.7 Complimentary
	    1               2               3               4               5

	Using the Till
10.1 Shortcuts (Fastbar/Spirits/Food/Baskets)
	    1               2               3               4               5

	10.2 Measurements/Quantities Button
	    1               2               3               4               5

	10.3 Comment/Editing Orders
	    1               2               3               4               5

	10.4 Assigning Tables to Numbers 
	    1               2               3               4               5

	10.5 Voiding Transactions
	    1               2               3               4               5

	10.6 Refunds & Wastage
	    1               2               3               4               5

	10.7 Discounts & Cancelling Discounts
	    1               2               3               4               5

	10.8 UberEats/Deliveroo
	    1               2               3               4               5

	10.9 End of Day Reports
	    1               2               3               4               5

	Till Failure Procedure
11.1 Restarting Tills/Printer
	    1               2               3               4               5

	11.2 Checking Cables and Connection
	    1               2               3               4               5

	11.3 Main Till
	    1               2               3               4               5

	11.4 Manual Paperback Ordering
	    1               2               3               4               5

	11.5 Calling RST Emergency Line
	    1               2               3               4               5

	11.6 Resetting Card machine or Internet
	    1               2               3               4               5

	Till Drawer/Printer Failure
12.1 Printer Roll (TILL/PDQ/KITCHEN/TAKEAWAY)
	    1               2               3               4               5

	12.2 Replacing Printer Ink (Kitchen)
	    1               2               3               4               5

	12.3 Resetting Printers
	    1               2               3               4               5

	12.4 Testing Food Requests to Kitchen Printer
	    1               2               3               4               5

	12.5 Manual Paperback Ordering
	    1               2               3               4               5

	Managing a Team
13.1 Organising Staff (Before/during/breaks/after)
	    1               2               3               4               5

	13.2 Directing Staff
	    1               2               3               4               5

	13.3 Walk Through Venue - Cover Shifts etc
	    1               2               3               4               5

	13.4 Communication
	    1              2               3               4               5

	13.5 Feedback To Staff
	    1               2               3               4               5

	13.6 Training (New Starters/Bar/Floor/Kitchen)
	    1               2               3               4               5

	13.7 Supporting Teams
	    1               2               3               4               5

	13.8 Managing cleaning jobs
	    1               2               3               4               5







	Employee Comments on Appraisal                                                                                     Dated: .........................

	




























	Comments of Supervisor/Manager                                                                                    Dated: .........................

	

























	Strengths:

	

























	Improvements:

	






























	Targets:

	






























	Overall Score:      1 = Very Poor            2 = Poor            3 = Average            4 = Very Good            5 = Excellent




Employees Signature: ......................................................................................  Date: ......................................



Managers Signature: .......................................................................................  Date: .......................................



	Scoring System:      1 = Very Poor            2 = Poor            3 = Average            4 = Very Good            5 = Excellent
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