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Employee Performance Review 

Directions for Use

· Human Resources will make contact directly with the employee and the supervisor to advise of review due date.

· All regular full-time and regular part-time employees will utilize this same form.

· Employee shall complete this review form as a self-evaluation, and shall present the completed form to his/her direct supervisor.*

· The employee’s supervisor will review the employee’s review, make any and all additional comments/remarks for that period’s review, and save as a final document.

· The supervisor will forward the review form through the signature process, and shall be provided the opportunity to add any special provisions/instructions for each employee via memorandum format to be attached as a separate document with the review form.

*Employee should follow these steps to remove the “read-only” security off the document the first time opening and saving in personal files to prevent having to save as a different document each time it is opened:
1. Open document as a “read-only” (say YES) and start a “save-as”
2. Choose file path where you wish to save your document and name your document (ex: Review 2011)
3. Go to “Tools” in left bottom corner of the save dialogue box, click “General Options”, and remove the “read-only” check box (individual may add a password to open their document if desired.
4. Click “Save”


Employee Performance Review

[image: ]
The work performance review and evaluation of employees is based upon the Mission, Vision, and Value Statements and the Motto of the City of Brighton.  The following attributes are deemed essential for all personnel:
· Quality Service
· Integrity, Ethics, and Trust
· Leadership, Positive Change, and Innovation
The purpose of this work performance review is to recognize superior achievement, motivate high performance, develop employee skills, extend the opportunity to speak constructively to effect positive change, and provide employee direction toward a progressive future.

City of Brighton
Employee Performance Review Form


	
	
	Date:
	

	Employee Name:   
	
	Title:
	

	Completed by:
	
	Title:
	

	Type of Review:  
	(     ) Annual     (     )   Probationary (     ) Other, specify: 

	Review Period:
	From:
	
	To:
	



	Quality Service: 
The ongoing process of building and sustaining customer relationships by assessing, anticipating, and fulfilling stated and implied needs.

Some examples of what to assess for in this area include:
1. Dealing with People                                                      
2. Communications Oral and Written                            
3. Quality/Quantity of Work
4. Workload Management 
5. Attitude
6. Job Knowledge

	Job Performance and Safety Narrative: List specific acts that indicate the Quality Service activities of the employee, both positive and negative: 

	Employee Comments:
	

	Supervisor Comments:
	

	Quality Service/Strengths: List specific Quality Service strengths of the employee:

	1.
	Employee:
	

	
	Supervisor:
	

	2.
	Employee:
	

	
	Supervisor:
	

	3.
	Employee:
	

	
	Supervisor:
	

	Quality Service/Skill Building: List specific tasks/skills that could enhance performance:

	1.
	Employee:
	

	
	Supervisor:
	

	2.
	Employee:
	

	
	Supervisor:
	

	3.
	Employee:
	

	
	Supervisor:
	

	Additional Comments:

	Employee Comments:
	

	Supervisor Comments:
	




	Integrity, Ethics and Trust: 
The ability to build trust, show respect, and perform with high levels of integrity and ethics.

Some examples of what to assess for in this area include:
1. Productivity
2. Self-Discipline
3. Moral Behavior/Honesty
4. Trustworthiness
5. Adaptability

	Job Performance and Safety Narrative: List specific acts that indicate the Integrity, Ethics and Trust building activities of the employee:

	Employee Comments:
	

	Supervisor Comments:
	

	Integrity, Ethics and Trust/Strengths: List specific Integrity, Ethics and Trust building strengths of the employee:

	1.
	Employee:
	

	
	Supervisor:
	

	2.
	Employee:
	

	
	Supervisor:
	

	3.
	Employee:
	

	
	Supervisor:
	

	Integrity, Ethics and Trust/Skill Building: List specific tasks/skills that could enhance performance:

	1.
	Employee:
	

	
	Supervisor:
	

	2.
	Employee:
	

	
	Supervisor:
	

	3.
	Employee:
	

	
	Supervisor:
	

	Additional Comments:

	Employee Comments:
	

	Supervisor Comments:
	



	Leadership, Positive Change and Innovation: 
The ability to demonstrate leadership, and effect positive change and innovation within the community.

Some examples of what to assess for in this area include:
1. Level of Direction Required /Initiative
2. Interaction/Teamwork
3. Decision Making
4. Role Model
5. Supervisory Skills 
a. Evaluations timely and informative
b. Development and training
c. Motivational
d. Scheduling/overtime management
e. Problem solving/Resolving conflict

	Job Performance and Safety Narrative: List specific acts that indicate the Leadership, Positive Change and Innovation activities of the employee:

	Employee Comments:
	

	Supervisor Comments:
	

	Leadership, Positive Change and Innovation/Strengths: List specific Leadership, Positive Change and Innovation strengths of the employee:

	1.
	Employee:
	

	
	Supervisor:
	

	2.
	Employee:
	

	
	Supervisor:
	

	3.
	Employee:
	

	
	Supervisor:
	

	Leadership, Positive Change and Innovation/Skill Building: List specific tasks/skills that could enhance performance:

	1.
	Employee:
	

	
	Supervisor:
	

	2.
	Employee:
	

	
	Supervisor:
	

	3.
	Employee:
	

	
	Supervisor:
	

	Additional Comments:

	Employee Comments:
	

	Supervisor Comments:
	



	Summary Comments and Recommendations:  (reviewer use only)

	
For the review period noted, I feel that this staff member is:

	
	Performing at an exceptional  level

	
	Meeting the expectations of the job description

	
	Not currently performing to acceptable capacity (complete performance plan strategy below)

	
	

	
	Performance Improvement Plan Strategies:

	1.
	

	2.
	

	3.
	




	Supervisor Summary Narrative:
	

	Commendations, Awards, and Other Actions:

	Employee Comments:
	

	Supervisor Comments:
	



	
	

	supervisor signature
	date

	Comments:

	Supervisor Final Comments:
	




	
	

	employee signature
	date

	Comments:

	Employee Final Comments:
	






Reviewer Signature: _____________________________________________  Date: ________________
Comments: 










Department Head Signature: _______________________________________  Date: ________________
Comments:











Human Resources Review: ________________________________________ Date: _________________
Comments: 
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