 Performance Evaluation
Employee Name/Title:





Date of Hire:

Type of Evaluation:   (  90 Day (  6 Month     (  Annual    Date of Evaluation:

The purposes of the performance evaluation process are to promote communication and provide useful feedback about job performance, to facilitate better working relationships, to provide an historical record of performance and to contribute to employee development.  The Supervisor will describe the employee's contributions, strengths and weaknesses in each of the fourteen performance categories listed within. Illustrate specific, detailed examples of goals, results and job related behavior since the last review. Rate each category according to the scale. Ratings must support and be substantiated by narrative comments. Continue comments on a separate sheet if needed.  
□ A self evaluation has been completed and submitted to the Supervisor  
The Review Session

· The employee and supervisor should discuss from both their perspectives on how well goals set the previous year were achieved. 

· Discuss and establish goals and objectives for the coming year.  The goals should be specific, measurable, and realistic.

· Discuss and outline specific remedial steps and timelines that will be implemented for areas with rating of 2 and/or 1.  

· Discuss the overall performance of the employee and provide comments in the section provided, when possible involve consumers, parents and/or guardians and peers. 
· The employee and supervisor must sign and date the evaluation form completed by the supervisor.  By signing the evaluation form, the employee acknowledges having read and discussed the report with the supervisor.  It does not necessarily imply agreement with the supervisor’s evaluation of the employee.  

· The original evaluation form should be filed in the personnel file (section 4) and a copy should be provided to the employee evaluated.    

Definition of Ratings

Exceptional (5) - Consistently meets and often exceeds all relevant performance standards.  Provides leadership, fosters teamwork, is highly productive, innovative, responsive and generates top quality work.  
Exceeds Expectations (4) – Consistently meets and sometimes exceeds all relevant performance standards.  Shows initiative and versatility, works collaboratively, has strong technical and interpersonal skills or has achieved significant improvement in these areas. 

Meets Expectation (3) – Meets all relevant performance standards.  Seldom exceeds or falls short of desired results.  Lacks appropriate level of skills or is inexperienced/still learning the scope of job. 

Below Expectations (2) – Sometimes meets performance standards.  Seldom exceeds and often falls short of desired results.  Performance has declined significantly, or employee has not sustained adequate improvement, as required, since the last performance evaluation.  

Needs Improvement (1) – Consistently falls short of performance standards.  

***Note that whenever a section is marked N/A automatically add 5 pts in order to adhere to the pay increase scale.
Employee Name/Title:





Date of Hire:
Type of Evaluation:   (  90 Day (  6 Month     (  Annual    Date of Evaluation:

	1.  Job Skills and Knowledge
	5
	4
	3
	2
	      1
	NA 


	Demonstrates knowledge & understanding of job duties, equipment and appropriate work methods
	       
	       
	       
	          
	               
	

	Applies knowledge and skills to produce quality work
	
	
	
	
	
	

	Completes assignments in a thorough, accurate, and timely manner
	
	
	
	
	
	

	Uses sound judgment when necessary to reassess projects/or situations.
	
	
	
	
	
	

	Able to perform a wide variety of job-related tasks
	
	
	
	
	
	

	Integrates new subject matter into existing operations
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):

	2.  Responsibility
	5
	4
	3
	2
	      1
	      NA NA

	Performs responsibilities as specified in the job description
	
	
	
	
	
	

	Performs tasks thoroughly and on time; works within departmental guidelines
	
	
	
	
	
	

	The degree to which the employee and his/her unit/department produce work that is accurate and purposeful
	
	
	
	
	
	

	Makes responsible and appropriate recommendations and decisions
	
	
	
	
	
	

	Employee and his/her department/unit complete assigned tasks in designated time periods.
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):

	3.  Customer Service
	5
	4
	3
	2
	      1
	      NA

	Maintains courtesy and diplomacy with internal and external contacts, employees, persons served, and stakeholders
	
	
	
	
	
	

	Makes self available to respond to customer needs
	
	
	
	
	
	

	Prevents unnecessary delays for customers
	
	
	
	
	
	

	When necessary, communicates policies to the customer effectively and accurately
	
	
	
	
	
	

	Listens effectively
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):

	4.  Problem Solving
	5
	4
	3
	2
	      1
	       NA

	Demonstrates ability to clearly isolate and define problem areas
	
	
	
	
	
	

	Formulates realistic solutions in a timely manner
	
	
	
	
	
	

	Participates constructively in group problem solving
	
	
	
	
	
	

	Considers alternatives and consequences before making decisions
	
	
	
	
	
	

	Presents problems but offers solutions
	
	
	
	
	
	

	Finds innovative and improved ways of doing things and/or generates new ideas
	
	
	
	
	
	

	Utilizes job knowledge and sound reasoning to analyze situations, resolve problems, and reach decisions
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):

	5.  Initiative
	5
	4
	3
	2
	      1
	      NA NA

	Willing to assume new and challenging assignments
	
	
	
	
	
	

	Expends the effort and time necessary to do the job well
	
	
	
	
	
	

	Routinely shows an interest in improving his/her knowledge and skill level
	
	
	
	
	
	

	When necessary, is able to work independently or within a group
	
	
	
	
	
	

	Offers suggestions to solve problems or improve operations
	
	
	
	
	
	

	Routinely cleans, maintains and repairs his/her equipment and work area
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):

	6.  Management Skills
	5
	4
	3
	2
	      1
	      NA 

	Promotes team work and cooperation
	
	
	
	
	
	

	Trains, coaches, and develops employees
	
	
	
	
	
	

	Delegates responsibility and authority in an appropriate manner
	
	
	
	
	
	

	Establishes annual goals for the program
	
	
	
	
	
	

	Focuses on achieving results in an effective and timely manner
	
	
	
	
	
	

	Communicates and executes company policies
	
	
	
	
	
	

	Clearly defines responsibilities and authority limits to employees
	
	
	
	
	
	

	Recognizes individual capabilities and assigns work accordingly
	
	
	
	
	
	

	Focuses on performance rather than personality in relating to others
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):

	7.  Leadership Qualities
	5
	4
	3
	2
	      1
	      NA 

	Fosters and encourages support from his/her unit/department and/or others to accomplish objectives, follow procedures  and accept suggestions
	
	
	
	
	
	

	Inspires confidence and respect in program personnel
	
	
	
	
	
	

	Promotes and maintains respect, honesty, integrity and fairness to all
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):

	8.  Organization
	5
	4
	3
	2
	      1
	      NA 

	Adheres to priorities and deadlines; completes work within scheduled time frames
	
	
	
	
	
	

	Follows through on scheduled assignments despite setbacks
	
	
	
	
	
	

	Employee plans and schedules work for their department to ensure Company objectives are met.
	
	
	
	
	
	

	Follows established schedules for work objectives for their areas of responsibility
	
	
	
	
	
	

	Eliminates and recognizes unnecessary duplication
	
	
	
	
	
	

	Shows a consistently high level of accuracy
	
	
	
	
	
	

	Produces neat, accurate, thorough and organized work
	
	
	
	
	
	

	Demonstrates flexibility  in responding to priorities and organizational change
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):
	9.  Fiscal/Budgetary
	5
	4
	3
	2
	      1
	      NA 

	Accurately forecasts and maintains budgetary projections
	
	
	
	
	
	

	Controls operating costs by effectively utilizing staff, materials, and equipment
	
	
	
	
	
	

	Carefully monitors expenditures
	
	
	
	
	
	

	Meets established time frames for submitting budget request within his/her department
	
	
	
	
	
	

	Controls capital costs by effectively utilizing staff, materials, and equipment
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):

	10.  Disciplinary Measures
	5
	4
	3
	2
	      1
	      NA 

	Is prompt in addressing disciplinary problems
	
	
	
	
	
	

	Handles disciplinary  measures in an appropriate manner
	
	
	
	
	
	

	Equitably reacts and applies disciplinary measures to his/her employees
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):

	11. Attendance
	5
	4
	3
	2
	      1
	      NA 

	Reports to work as scheduled 
	
	
	
	
	
	

	Follows call-in  and approval procedures for time off
	
	
	
	
	
	

	Requests and uses PTO appropriately
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):

	12.  Interaction With Others
	5
	4
	3
	2
	      1
	      NA 

	Expresses ideas and information accurately and understandably in both oral and written form
	
	
	
	
	
	

	Interacts and cooperates with others to ensure the company’s objectives and goals are met
	
	
	
	
	
	

	Resolves conflict effectively
	
	
	
	
	
	

	Shows interest in the job and in the company
	
	
	
	
	
	

	Promotes departmental teamwork and interdepartmental teamwork
	
	
	
	
	
	

	Has a positive attitude towards his or her work
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):

	13.  Interaction With Supervisor
	5
	4
	3
	2
	      1
	      NA 

	Accepts supervision with a positive and appropriate attitude
	
	
	
	
	
	

	Receives constructive criticism well
	
	
	
	
	
	

	Communicates effectively with supervisor
	
	
	
	
	
	

	If confused, clarifies policies and work assignments
	
	
	
	
	
	

	Executes direction and plans from supervisor
	
	
	
	
	
	


Comments:

Corrective Actions (if necessary):
	14.  Safety and Health
	5
	4
	3
	2
	      1
	      NA 

	Actively participates in and supports the safety and health program
	
	
	
	
	
	

	Enforces all safety and health rules, regulations, and procedures
	
	
	
	
	
	

	Participates in and provides employees with training, demonstrations and literature on safety practices, procedures and programs
	
	
	
	
	
	

	Makes certain that equipment, tools and machinery are being used and maintained properly
	
	
	
	
	
	

	Keeps abreast of accident and injury trends occurring with the department and takes proper corrective action to reverse these trends
	
	
	
	
	
	

	Investigates all accident, with the safety coordinator, occurring within the department
	
	
	
	
	
	


Comments:

GOALS (see attachment)
Previous Year:

Current Year:

Required Training: 
SCORING SCALE





PAY RATE
Total maximum points possible:  




Current rate:

Total score received:





Proposed rate change:

I have had the opportunity to review this evaluation with my supervisor and have all questions answered pertaining to its content.  I have received a copy of this evaluation for my records.

_____________________________________

____________________________________
Signature of Employee




Date

_____________________________________

____________________________________

Signature of Supervisor




Date

Other Contributors:

_____________________________________

____________________________________

Signature and Title





Date

_____________________________________

____________________________________

Signature and Title





Date
Goals
 1.

2.

3.

4.
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