Non-Exempt Employee Performance Evaluation Form
NORTHWESTERN UNIVERSITY

          PERFORMANCE REVIEW – NEX 
	NAME

	
	JOB TITLE
	


	DEPARTMENT
	
	PERFORMANCE YEAR 


To the Supervisor: Please place an X or a number in the appropriate box which best represents the performance level for each of the listed performance elements.
Please consider the performance rating descriptions:
1.  Unsatisfactory Performance - Unable to meet job requirements. Performance is well below standard and not acceptable. Requires continual supervision and direction.
2. 
Performance Needs Improvement and/or Development - Meets minimum job requirements but results are below normal expectations.
3. 
Commendable Performance - Performs all aspects of job description and consistently meets job requirements. Assignments are accomplished effectively with a minimum amount of supervision and direction. Producing results that at least equal normal job expectations.
4.  Outstanding Performance - Consistently meets job requirements and on many occasions exceeds them. Responsibilities are carried out in a highly effective manner with only general guidance.
5.  Superior Performance - Outstanding performance of a level rarely achieved by others. Responsibilities are accomplished at the highest possible level of performance. Job requirements are completed with superior quality and quantity.
PART 1 - PERFORMANCE ELEMENTS

	1.  Production - Produces the expected volume of work and
	1
	2
	3
	4
	5

	willing to go beyond normal production requirements.
	
	
	
	
	

	
	

	
	

	
	


	2.  Quality - Thorough and accurate; sets high standards and
	1
	2
	3
	4
	5

	achieves high quality results.
	
	
	
	
	

	
	

	
	

	
	


	3.  Initiative - Assumes responsibility in starting and following
	1
	2
	3
	4
	5

	through on assigned work with minimal supervision.
	
	
	
	
	

	
	

	
	

	
	


	4.  Work Methods - Well organized; uses time efficiently; sets
	1
	2
	3
	4
	5

	and meets realistic target dates.
	
	
	
	
	

	
	

	
	

	
	


	5.  Problem Solving - Makes prompt, sound decisions without
	1
	2
	3
	4
	5

	continual direction.
	
	
	
	
	

	
	

	
	

	
	


	6.  Interpersonal Skills - Demonstrates effective oral
	1
	2
	3
	4
	5

	communication and listening skills.
	
	
	
	
	

	
	

	
	

	
	


	7.  Job Knowledge - Proficient in skills required to perform own
	1
	2
	3
	4
	5

	work and related operations.
	
	
	
	
	

	
	

	
	

	
	


	8.  Punctuality & Attendance - Assumes responsibility for
	1
	2
	3
	4
	5

	good attendance and punctuality.
	
	
	
	
	

	
	

	
	

	
	


	
	1
	2
	3
	4
	5

	9.  Overall Rating
	
	
	
	
	

	
	

	
	

	
	


PART 2 - SUPERVISOR'S COMMENTS:
1.  Areas in which the employee demonstrates skills in providing quality service in meeting and exceeding departmental and University service standards (i.e., commitment, teamwork, public contact): 
	

	

	


2.  Job related strengths:
	

	

	


3.  Areas in need of improvement:

	

	

	


4.  Recommendations for continuing long-term development:

	

	

	


PART 3 - EMPLOYEE'S COMMENTS 
Set three goals for you to accomplish before the next performance evaluation:
	

	

	



_________________________________________________________________
________________________________

SIGNATURE OF EMPLOYEE





DATE

(Your signature indicates that you have read this performance appraisal, not that you necessarily concur with it.)

________________________________________________________________
________________________________

SIGNATURE OF SUPERVISOR




DATE
PERFORMANCE REVIEW 
 FOR NON-EXEMPT STAFF 

Purpose 
The purposes of the Staff Employee Performance Review Rating include the following: 1) To improve performance by praise or constructive criticism. 2) To provide an opportunity for the supervisor and employee to discuss job-related performance and to establish goals or improvement of further development.
 3) To provide a record of employee performance. 
General Instructions
 1) 
Ratings should be made by the immediate supervisor.  In instances where there may be more than one immediate supervisor, ratings should be filled out in conference. 
2) 
Ratings should reflect the level at which the employee functions relative to his or her duties and responsibilities. 
3) 
Evaluate each performance element independently.  (An employee may receive an outstanding rating in one area and 
unsatisfactory in another). 

4) 
Supervisors should use the space on the back of the form to provide examples or comments on the employee's job-related strengths and areas in need of further development.  You are to comment on areas in which service is exceptionally good or in need of improvement.  In addition, you are encouraged to provide recommendations for continuing long-term development for your employee. 
5) 
Employees may use the "Employee's Comments" space to record information, suggestions, arguments or disagreements, or other general comments concerning performance or the rating. 

6) 
Both the supervisor(s) conducting the review and the employee should sign the performance review. The supervisor may provide a copy of the completed evaluation to the employee. 


