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90-DAY EMPLOYEE PERFORMANCE APPRAISAL

Employee Name:  _______________ 
Position:  ___________________________






PERFORMANCE

Be specific in your responses.  All responses should relate back to the employee’s job description.  Ratings are from 1 to 4.  (See Numerical Rating instructions.)  The intention of this evaluation form is for its contents to represent mutually acceptable concepts of both manager/supervisor and employee. 

KNOWLEDGE OF JOB







_____ Rating

(List 3-4 primary responsibilities per the employee’s job description and the employee’s level of skill and knowledge for each.)

PRODUCTIVITY 








_____ Rating

(Consider the effectiveness of the employee’s use of time, timeliness of getting assignments done, amount of work accomplished.  List 1-3 examples.)

CUSTOMER SERVICE/QUALITY OF WORK 



_____ Rating

(List 1-3 specific examples of the quality of the employee’s work.)

COOPERATION/TEAM WORK 





_____ Rating

(Consider how well the employee works and interacts with others---supervisor, students, co-workers in and outside of your department.  List 1-3 examples.)

COMMUNICATION







_____ Rating
(Consider how well the employee listens, gives feedback, and communicates clearly to others.  If appropriate, also evaluate the employee’s writing skills as they relate to his/her job. List 1-3 examples. )
DEPENDABILITY








_____ Rating

(Consider the employee’s attendance, tardiness, completing jobs on time, and reliability.  List 1-3 examples.)

OTHER CRITERIA 







_____Rating

(Describe the specific criterion and list 1-3 examples that support each.)

OVERALL PERFORMANCE  






_____Rating
(The sum of all ratings divided by the number of rating areas; not to exceed a total of 4.)

COMMENTS

MANAGER’S/SUPERVISOR’S ADDITIONAL COMMENTS (Include any comments that would be helpful to have on the record regarding the employee’s performance that has not already been included.)

EMPLOYEE’S COMMENTS  (The employee is free to comment in this section, or if he/she so desires, to state that he/she is commenting on a separate page.  If a separate page is used, attach it to this form.)
SIGNATURES

I have participated in a performance interview with my manager/supervisor in which the contents of this Performance Evaluation have been discussed with me. 

Employee Signature ___________________________________
Date _________

As the employee’s manager/supervisor, I have participated in a performance interview with this employee in which the contents of this Employee Performance Evaluation were discussed in full.  Based on this review I recommend:

· Retaining this employee.

· Extending the probationary period until____________.

· Releasing this employee from employment with the University.

Manager/Supervisor Signature ___________________________
Date _________

Reviewing Manager Signature ___________________________
Date _________

NUMERICAL RATING SYSTEM

INSTRUCTIONS

You are to give each performance area a numerical rating based on what you see the specific level of performance being for that area during the past evaluation period.  The numerical rating is based on a scale of 1-4 with “1” being the lowest possible rating, and “4” being the highest.  Read each performance area description carefully to ensure that what you have written for each area supports the rating you have given it.  If the employee’s rating is between two levels (i.e. between 3 and 4) you may apply a rating that is half-way (i.e. 3.5).

The Overall Performance Rating is calculated by taking an average of the six performance scores.  This is done by adding all six scores and dividing the total by 6.  The Overall Performance Rating is recorded at the bottom of page 3 of the Employee Performance Appraisal form.
Descriptions of Numerical Ratings

Rating




Description

4 Has consistently exceeded most goals and job requirements for this performance area. Consistently performs in this area at a level rarely achieved by others. Serves as an excellent role model in this specific performance area.  Requires no guidance in this area.

3
Has consistently met most goals and job requirements for this performance 
area.  Has achieved desired results that are expected from a qualified employee.  
Requires little guidance in this area.

2 Has met some goals and job requirements for this performance area.  Performance in this area may be acceptable in some respects, but does not consistently meet expectations.  Improvements are needed to perform at a level of meeting expectations.  Requires guidance in this area.

1 Has met little or none of the goals or job requirements for this performance area. Performance in this area is not acceptable.  Vast improvement must take place in this area immediately.  Requires more guidance than should be expected in this area.
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