Performance Evaluation for:



Date: 

Employee Performance Review

	Name:
Position:

	
	Review Date:
Rating Period:


	Time in Current Position:

	
	
(  Mid Introductory

(  Final Introductory

(  Annual

(  Special


I.  PURPOSE

The Performance Review is utilized to:

· Work toward attainment of organizational mission, goals and objectives

· Inform the employee of strengths, weaknesses and progress

· Improve performance and productivity

· Strengthen work relationships and improve communication

· Develop employee skills

· Recognize accomplishments and good work
II.  RATING SCALE

4
Far exceeds expectations - Far exceeds performance expectations by consistently demonstrating excellent performance.

3
Exceeds expectations - Frequently exceeds performance expectations.  High level of performance.

2
Meets all expectations - Meets all expectations established for the job. Acceptable level of performance.

1
Partially meets expectations - Meets performance expectations on an inconsistent basis.

0
Does not meet expectations - Consistently fails to meet performance expectations.  

III.  INSTRUCTIONS

A.
Supervisor should schedule the Performance Review Conference at least two days in advance.  Provide the employee with a copy of the following:
· The current position description

· The last performance review

B.
The supervisor and the employee fill out a preliminary Performance Review form and come to the Conference prepared to discuss their ratings and comments.  The supervisor should review the Position Description and the last Performance Review Form, and also consider the following:

· Work products and accomplishments

· Written observations of job-related performance

· Significant job-related incidents

· Job-related observations of others who work closely with the employee, including appropriate supervisors or managers

· Goals and objectives as they relate to the employee’s responsibilities  

C.
Hold the Performance Review Conference.

· The supervisor should provide strict privacy, put the employee at ease, and encourage employee input in discussion of performance.

· At the conference, the employee presents his/her views on:

· his/her accomplishments during the review period

· results produced during the review period and progress to date on goals

· strengths and weaknesses during review period, and areas for growth

· things that help and hinder in his/her job

· anything needed from the supervisor or the agency in general

· career development goals/plans

· possible goals for next review

· Together, supervisor and employee review each performance dimension.

· Recognize good work

· Make suggestions as needed for improving performance

· Discuss areas where supervisor assistance is needed to improve performance

· Discuss individual and work unit expectations for the next period

· Together, supervisor and employee discuss the Performance Goals and Action Plan for the next rating period.  Discuss steps that employee and supervisor will take to achieve goals.

D.
Supervisor finalizes the Performance Review Forms after the Review Conference.

· Mark an “X” for each appropriate rating, then use rating scale to calculate a total.

· Provide written comments as work-related statements that justify each rating.

· Complete the Performance Action Plan for the next rating period.

· Completion of all dimensions is critical to establish individual performance expectations.

· Where the employee receives a rating of does not meet or partially meets expectations, the Action Plan must indicate how he/she can reach an acceptable level of performance.
· Provide employee with an opportunity to comment on the final Performance Review in writing.

· Obtain signatures.

· Provide employee with a copy of the completed Performance Review and insert one copy in the employee’s personnel file.

IV.  PERFORMANCE REVIEW

	Dimensions
	Comments

	1.  AGENCY MISSION COMPLIANCE

· Understands the mission, goals and objectives of the organization

· Reinforces, supports and pursues the attainment of organizational goals and objectives

· Provides a positive influence in pursuit of program objectives

( Far Exceeds     ( Exceeds     ( Meets

( Partially Meets     ( Does not Meet


	

	2.  PLANNING, SCHEDULING AND PRIORITIZING

· Organizes and plans personal work assignments

· Performs job tasks efficiently and in a timely manner

· Manages operating costs (if appropriate)

· Develops long-range plans for work unit (if appropriate)

· Prioritizes, coordinates and monitors tasks to ensure work completion

( Far Exceeds     ( Exceeds     ( Meets

( Partially Meets     ( Does not Meet


	

	3.  PROBLEM SOLVING/DECISION MAKING

· Identifies issues and problems

· Collects relevant information

· Determines alternative courses of action

· Arrives at sound practical conclusions

· Implements solutions on a timely basis

· Seeks clarification or assistance appropriately

· Monitors effectiveness of solutions and makes changes as needed

( Far Exceeds     ( Exceeds     ( Meets

( Partially Meets     ( Does not Meet


	

	4.  JOB KNOWLEDGE

· Remains up-to-date on current trends in the profession

· Knows theoretical, practical and routine aspects of present job

· Stays familiar with functions of the organization

· Understands relevant policies, procedures and regulations

· Applies knowledge effectively to job duties

· Brings innovative ideas to the attention of others

( Far Exceeds     ( Exceeds     ( Meets

( Partially Meets     ( Does not Meet


	

	5.  TASKS AND WORK QUALITY

· Meets requirements of the position description

· Produces work products that are consistently thorough and of quality

· Produces work products that are accurate and complete even with a high volume of assignments

· Accomplishes an appropriate volume of work related to position description and responsibilities

· Seeks ways to improve the quality of individual and agency work products

· Uses initiative and creativity

( Far Exceeds     ( Exceeds     ( Meets

( Partially Meets     ( Does not Meet


	

	6.  COMMUNICATION AND TEAMWORK

· Employs effective and appropriate communication skills when listening, speaking and writing

· Works with others to solve problems

· Is reliable and follows through on agreed-upon tasks

· Seeks and accepts input

· Provides objective feedback

( Far Exceeds     ( Exceeds     ( Meets

( Partially Meets     ( Does not Meet


	


V.  OVERALL PERFORMANCE AND GENERAL COMMENTS
Total Rating Score (out of 24): ____________

VI.  PERFORMANCE GOALS AND ACTION PLAN

	1.  Agency Mission Compliance

	Employee:


	Supervisor:



	2.  Planning, Scheduling And Prioritizing

	Employee:


	Supervisor:




	3.  Problem Solving/Decision Making

	Employee:


	Supervisor:



	4.  Job Knowledge

	Employee:


	Supervisor:



	5.  Tasks And Work Quality

	Employee:


	Supervisor:



	6.  Communication And Teamwork

	Employee:


	Supervisor:




VII.  SIGNATURES AND ACKNOWLEDGEMENT

Immediate Supervisor








Date

Chief Executive Officer







Date

Employee Acknowledgment

I acknowledge that I have read this performance review and that I have been given an opportunity to discuss the ratings of my performance with my supervisor.  My signature does not necessarily mean that I agree with the results of this performance review.


_____  I am in agreement with this review.


_____  I am in partial agreement with this review.


_____  I do not agree with this review.

Employee Comments:

Employee’s Signature:  __________________________________  Date:  ____________
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