







  
 FORMCHECKBOX 
 90 DAY
 FORMCHECKBOX 
 ANNUAL  FORMCHECKBOX 
 OTHER
Employee:       
Title:      
Evaluation period (dates) From       to      
Supervisor:             Dept.:      
Prior to your conference with the employee, very carefully evaluate employee performance on the 10 performance factors indicated. Be certain you rate each factor separately, based solely on the performance of the preceding year. During your conference with the employee, discuss the ratings and overall performance.

The rating categories are:

1—Does not meet minimum requirements; clearly below the acceptable level.

2—Improvement needed for performance to meet expected standards.

3—Performance fully meets expected standards.

4—Performance frequently exceeds expected standards.

5—Outstanding performance; consistently exceeds expected standards.

Please be brief in your comments. The comment box is limited to 250 characters. Box will expand as needed.

	PERFORMANCE FACTORS
	RATING
	COMMENTS

	1. QUALITY OF WORK: Extent to which completed work is accurate, neat, well-organized, thorough and effective.


	1 FORMCHECKBOX 
 2 FORMCHECKBOX 
 3 FORMCHECKBOX 
 4 FORMCHECKBOX 
 5 FORMCHECKBOX 

	     

	2. QUANTITY OF WORK: Consider the amount of work completed, speed and consistency of output.


	1 FORMCHECKBOX 
 2 FORMCHECKBOX 
 3 FORMCHECKBOX 
 4 FORMCHECKBOX 
 5 FORMCHECKBOX 

	     

	3. WORK HABITS: Effectiveness in organizing work, using tools and equipment caring for equipment and materials, and following good safety practices.


	1 FORMCHECKBOX 
 2 FORMCHECKBOX 
 3 FORMCHECKBOX 
 4 FORMCHECKBOX 
 5 FORMCHECKBOX 

	     

	4. COOPERATION: Willingness to accept supervision, ability to get along with co-workers, conformity to work rules.


	1 FORMCHECKBOX 
 2 FORMCHECKBOX 
 3 FORMCHECKBOX 
 4 FORMCHECKBOX 
 5 FORMCHECKBOX 

	     

	PERFORMANCE FACTORS
	RATING
	COMMENTS

	5.  RELATIONSHIPS WITH PEOPLE: Extent to which employee recognizes needs and desires of other people, treats others with respect and courtesy, inspires respect and confidence.


	1 FORMCHECKBOX 
 2 FORMCHECKBOX 
 3 FORMCHECKBOX 
 4 FORMCHECKBOX 
 5 FORMCHECKBOX 

	     

	6. KNOWLEDGE OF WORK: Degree of familiarity with accepted job procedures and equipment use, extent of information possessed and knowledge of relevant sources.


	1 FORMCHECKBOX 
 2 FORMCHECKBOX 
 3 FORMCHECKBOX 
 4 FORMCHECKBOX 
 5 FORMCHECKBOX 

	     

	7. TAKING ACTION INDEPENDENTLY: Extent to which employee makes work improvements, identifies and corrects errors, initiates work activities, assumes responsibility, and anticipates needs.


	1 FORMCHECKBOX 
 2 FORMCHECKBOX 
 3 FORMCHECKBOX 
 4 FORMCHECKBOX 
 5 FORMCHECKBOX 

	     

	8. MEETING WORK COMMITMENTS: Consider attendance, extent to which employee completes work assignments, meets schedules, and follows established policies and procedures.


	1 FORMCHECKBOX 
 2 FORMCHECKBOX 
 3 FORMCHECKBOX 
 4 FORMCHECKBOX 
 5 FORMCHECKBOX 

	     

	9. SUPERVISING WORK OF OTHERS (if applicable): How well employee plans work activities of others, trains and motivates subordinates, and obtains desired objectives through the work of others.


	1 FORMCHECKBOX 
 2 FORMCHECKBOX 
 3 FORMCHECKBOX 
 4 FORMCHECKBOX 
 5 FORMCHECKBOX 

	     

	10. ATTITUDE: Consider motivation, interest in the job, job satisfaction.


	1 FORMCHECKBOX 
 2 FORMCHECKBOX 
 3 FORMCHECKBOX 
 4 FORMCHECKBOX 
 5 FORMCHECKBOX 

	     




Taking all factors pertaining to performance into consideration (previous pages), check the number that best summarizes the employee’s overall performance. Read carefully all the definitions of the performance standards before assigning the number.

PERFORMANCE STANDARDS

	Provisional

Frequently fails to meet minimum requirements. Performance that is often below the acceptable level.
	Adequate

With few exceptions, meets position requirements; however, some improvement is needed.
	Competent

Meets standard requirements; achievement which is expected from experienced, qualified individuals
	Outstanding

Exceptional, clearly unusual performance; exceeds position requirements.

	1 FORMCHECKBOX 
     2 FORMCHECKBOX 
     3 FORMCHECKBOX 

	4 FORMCHECKBOX 
     5 FORMCHECKBOX 
    6 FORMCHECKBOX 

	7 FORMCHECKBOX 
     8 FORMCHECKBOX 
     9 FORMCHECKBOX 

	10 FORMCHECKBOX 
     11 FORMCHECKBOX 
     12 FORMCHECKBOX 



SUPERVISOR COMMENTS:  

EMPLOYEE COMMENTS:  

POSITION FUNCTION: (Please review and discuss the current position description with the employee.)

Does the position description properly describe this job?   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

Have you reviewed the position description with this employee?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

Are there any responsibilities to be  FORMCHECKBOX 
 added?      FORMCHECKBOX 
 deleted?       FORMCHECKBOX 
 rephrased?

If so, please mark the changes on the position description and return it to the Office of Human Resources with this form.


At the beginning of the evaluation period, complete the Performance Objectives section of this form by listing objectives mutually agreed upon by the employee and supervisor. They may include improvement of job performance, establishment of specific work priorities and projects, or development in areas of personal growth.

At the end of the evaluation period, compare the performance objectives with actual achievement and complete the Results/Achievements section.

	PERFORMANCE OBJECTIVES


	RESULTS/ACHIEVEMENTS





The evaluation form needs to be signed and dated before being returned to the Office of Human Resources.

This appraisal has been reviewed and discussed with the employee.

________________________________________
_____________________________________
Signature of employee



Date

________________________________________
_____________________________________
Signature of supervisor



Date

________________________________________
_____________________________________
Signature of department head


Date


________________________________________
_____________________________________
Signature of Office of Human Resources reviewer
Date

 PERFORMANCE APPRAISAL SUMMARY





OVERALL PERFORMANCE RATING





INDIVIDUAL DEVELOPMENT PLAN








