Performance Evaluation Form

	Name      







	Title      

	Department      










 
	How Long in Present Position      

	Review Period:  From                       To      
	Reviewed By      


Instructions:

This form is to be completed in the following instances:

· Annually

· Upon the Employee’s changing from one job position to another.

· Upon the Rater’s change in job position (which would result in a new Rater for the Employee).

· On an interim basis, as necessary, to review the Employee’s performance.

· Should any of the above happen within three (3) months after completion of the previous review it will not be necessary to complete a new review.

This evaluation covers all important aspects of the past performance of the employee, a summary of his/her current status, discussion of potential for growth and development.  In addition, the report provides a vehicle for your personal discussion of the evaluation result with the employee.

Objectives and Expectations

Use measurable targets, numbers and dates to describe the objectives and expectations for the coming year.  Consider this individual’s sphere of influence as related to the following questions:

· What objectives and expectations do you have of this individual in meeting the goals of your business?  Be specific as to financial and qualitative performance objectives.

· What is expected of this individual in terms of employee management, nondiscriminatory practices, education and development of subordinates?

· What are the major personal objectives, including education and development objectives from the preceding evaluation period, which have been set for the individual?

Performance Level Description and Definition

5 - Distinguished – Exceeds all objectives, actively develops teamwork and cooperation, seeks new and better ways to accomplish tasks, extremely capable and versatile in adjusting priorities to current needs, an effective communicator.  Superior performance in the job.
4 - Exceptional – Consistently meets and often exceeds objectives.  Actively contributes to achievements of overall company goals.  Exceptional performance in all aspects of job and performs well above the competent level.

3 - Competent – Consistently meets and occasionally exceeds objectives, full utilization of ability and experience to produce the desired results that are expected from a qualified employee.

2 - Adequate – Usually meets objectives, areas for improvement noted in evaluation, level of performance is less than expected.

1 - Unsatisfactory – Doesn’t meet objectives, falls short of required performance, consider probationary period, and transfer to a more suitable job or termination.
Performance Evaluation

	Name      
	Reviewer      


Indicate by check marks how well this employee did on each factor that is relevant to the particular job.  While comments are always appropriate, they should always be provided to explain instances where “Distinguished “ or “Unsatisfactory” has been checked.

	Performance Factor
	Distinguished    5
	Exceptional       4
	Competent        3
	Adequate          2 
	Unsatisfactory  1
	Comments

	Effectiveness in Planning and Organizing the Work: Consider how well the employee provides for both long and short range needs; how well he/she sets up work schedules; whether the individual approaches things systematically.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Effectiveness in Assuring that Work Schedules are Met: Consider how adequately he/she monitors the progress of work; how well the employee meets deadlines without last minutes rush.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Effectiveness in Maintaining Required Quality: Consider the quality of his/her work; whether his/her quality standards are adequate, how well he/she sets up ways to assure meeting them.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Degree of Technical Competence in his/her Function: Consider how well the employee knows the requirements of his/her special field and how well he/she applies this knowledge; how well h/she stays abreast of new developments.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Adherence to Company Policies and Practices: Consider the employee’s knowledge about the company, its policies and procedures; how well the employee adheres to them, or inputs appropriate changes; ensures that safety procedures are followed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Initiative in Assuming and Discharging Responsibility: Consider the individual’s willingness to assume new or additional responsibilities; how well does he/she follow through on assignments?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Performance Factor
	Distinguished   5
	Exceptional      4
	Competent       3
	Adequate          2
	Unsatisfactory  1
	Comments

	Ability to Work Independently (Relative to Level and position): Consider whether the employee coordinates his/her activities with others; it the employee productive when left alone?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Effectiveness in Making Decisions: Consider the employee’s ability to analyze the problem and make sound decisions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Ability to Accept Supervision: Consider the employee’s willingness to perform as team member including understanding the team’s goals and accepting direction where appropriate.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Effectiveness in Relations with Customers: Consider how responsive he/she is to customers within company guidelines and sound business practice.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Effectiveness in Relations with Employees: Consider how the individual works with other employees; how well he/she gets their point across to others and gains their acceptance and cooperation.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Managers & Supervisory Personnel Only
	Management Skills: Consider the individual’s ability to recruit, train and motivate within department and across company lines.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	
	EEO:  Consider EEO efforts, consciousness and conduct.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	
	Interpersonal:  Consider how well the manager communicates up, down and across departmental lines
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


OVERALL PERFORMANCE SUMMARY: Indicate the performance level that most closely reflects how the employee’s overall performance measured up to what should normally be expected from an employee with similar experience at this level.

	Distinguished - 5
	Exceptional - 4 
	Competent - 3
	Adequate - 2
	Unsatisfactory - 1

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Name:      





Reviewer:      



Date:      
Self Evaluation Form

Name:        

This self-evaluation will be of help to both you and your reviewer in discussing your progress and in future planning.  It provides an opportunity to compare your view, with that of your reviewer’s, on your performance.  After completing the evaluation questions (use additional paper if needed), send this form to your reviewer at least five days before the scheduled meeting.  

1. List your major job duties or responsibilities.

     
2. Do you think your job description accurately describes your job?

     
3. What do you believe your job should be, and what duties and responsibilities should you have (or should not have) to make you more effective?

     
4. Describe your major performance accomplishments in the last year.

     
5. What have been your major disappointments/challenges with your performance in the last year?

     
6. What could you, your supervisor and/or the company do differently to help you better perform your job?

     
7. What are the personal development areas in which you most need to improve?

     
8. What other comments or suggestions should be addressed in this evaluation?
     
Professional Development

Name:     
    






Reviewer:      
1. Expressed Career Goals

0-12 Months:
     
12-36 Months:       
Development Action Plan
Describe the specific actions that you and this individual expect to take during the next review period to prepare him/her for increased responsibilities or management.

ACTIVITY DESCRIPTION      
TARGET DATE(s)        
Employee’s Signature ___________________________________


Date____________________________

NOTE: Signature of employee does not necessarily indicate concurrence with results of evaluation.

Reviewer ________________________________________ 
Date ___________________________

Reviewer’s Supervisor______________________________ 
Date___________________________
Performance Results Against Objectives/Goals for Evaluation Period

Name:      

Reviewer:     
Dates:  From               To      
A. Continuing Responsibilities:        
______________________________________________________________________________________________________
	Objectives

(Goals / Performance Standards)


	Results Achieved
	Measurement of Results

(Timely, Quality, Cost of Effectiveness, Quantity)
	Summary of Results

	
	
	
	Significantly Exceeded                   

          5 
	Exceeded

           4
	Fully Met

           3
	Not Fully Met 
           2
	Not Met 
           1

	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



