Employee Evaluation

Employee Name:  ___________________________________________________________________________________
Title: ___________________________________________
 Time in Present Position:  _________Yrs. ________ Mos.

Date of Review: ____________________ 
Date of Last Review: ___________________

Instructions

1. Review employee’s performance for the entire period; try to refrain from basing judgments on recent or isolated events only.  Disregard your general impression of the employee and concentrate on rating one factor at a time.

2. Consider the employee on the basis of the standards expected to be met for the job the employee is assigned based on the length of time in the job.  Rate the employee on how well the requirements of the job are fulfilled.

3. Circle the description that summarizes the employee’s performance in that factor since the last appraisal (or date of hire if this is the employee’s first review).

4. Keep in mind that the relative importance of the factors will vary according to the position.

5. After rating the employee on each factor, enter appropriate comments to support your rating.

PART 1:  Rate the employee by circling the appropriate description and enter comments to support the rating directly below.



Outstanding ---far exceeds requirement of the job




Very Good ---usually exceeds job requirements



Satisfactory ---meets all job requirements



Fair --- meets minimum job requirements



Unsatisfactory ---falls well below requirements of the job

Job Knowledge                              

       How well does employee get to the root of           Outstanding   Very Satisfactory   Fair   Unsatisfactory   Good
normal problems?  Consider employee’s                                   
understanding of related job functions;                 Comments: _________________________________

employee’s knowledge of pertinent policies         ___________________________________________

and procedures; employee’s understanding of      ___________________________________________

full job requirements; employee’s efforts to          ___________________________________________

keep skills current.                                                       ___________________________________________

Organizing Ability                                                    

Employee’s establishment of effective job          Outstanding    Very Satisfactory   Fair   Unsatisfactory   Good              
priorities; employee’s performance within                                 

time limits; the effective use of time; the            Comments:__________________________________

simultaneous handling of several assignments;    ___________________________________________

employee’s uses of a planned, thorough                ___________________________________________

approach to problems.                                               ___________________________________________

Initiative

Is employee soundly assertive in thoughts           Outstanding   Very Satisfactory   Fair   Unsatisfactory   Good
and actions?  Does employee take responsibility                       

or must it be given?  Employee’s efforts in          Comments:  _________________________________

the face of obstacles?                                                ___________________________________________

                                                                                       ___________________________________________

Judgment

Employee’s display of well-balanced thinking;    Outstanding   Very Satisfactory   Fair   Unsatisfactory   Good
employee’s ability to think through a problem;                           

employee’s capacity to reach decisions                 Comments: _________________________________

quickly and accurately when necessary.                  __________________________________________

                                                                                                 __________________________________________

                                                                                                ___________________________________________

        Adaptability

        Employee’s willingness to work jointly with        Outstanding  Very   Satisfactory  Fair  Unsatisfactory   Good
        others; employee’s willingness to accept a                                  

        and try new ideas and suggestions; employee’s     Comments: ________________________________

        capacity to adapt to new methods/conditions;        __________________________________________

        employee’s capacity to be trained.                             __________________________________________

                                                                                                   __________________________________________

        Dealings With People

        Cooperation with others; the confidence                Outstanding  Very Satisfactory  Fair  Unsatisfactory   Good
        others have in employee; employee’s                                           

        tactfulness and diplomacy; employee’s                  Comments: ________________________________ 

        leadership qualities.                                                      _________________________________________

                                                                                                  _________________________________________

                                                                                          _________________________________________

Attitude

The interest/enthusiasm employee shows to           Outstanding  Very  Satisfactory  Fair  Unsatisfactory   Good
job and company; employee’s sustained                                       

efforts to achieve company and department            Comments: ________________________________

objectives; employee’s respect for                                 _________________________________________

confidences.                                                                        _________________________________________

                                                                                               _________________________________________

Reliability










Your degree of confidence that employee’s                Outstanding   Very  Satisfactory  Fair  Unsatisfactory   Good
responsibilities are carried out                                               

satisfactorily; quality of employee’s work.                   Comments: _________________________________

                                                                                               ___________________________________________

                                                                                               ___________________________________________

                                                                                                ___________________________________________

Resourcefulness

Employee’s resourcefulness in solving                           Outstanding   Very Satisfactory   Fair  Unsatisfactory  Good
unusual problems; the frequency and                                   

value of employee’s suggestions to simplify                 Comments: _________________________________

or modify the job.                                                               ___________________________________________

                                                                                               ___________________________________________

                                                                                               ___________________________________________

PART 2:  ACHIEVEMENT OF PREVIOUS GOALS (disregard if first appraisal)

Refer to prior appraisal.  List each goal you and indicate whether employee achieved, failed to reach, or exceeded goal. Explain in detail (using additional sheets if necessary).  Describe situations or conditions that may be have affected attainment.

Goal 1:  ________________________________________________________________________________________
              ________________________________________________________________________________________
              ________________________________________________________________________________________
Goal 2:  ________________________________________________________________________________________
              ________________________________________________________________________________________
              ________________________________________________________________________________________

Goal 3:  ________________________________________________________________________________________
              ________________________________________________________________________________________

              ________________________________________________________________________________________
PART 3:

1.  List employee’s strengths. _______________________________________________________________________
      ____________________________________________________________________________________________
      ____________________________________________________________________________________________

      ____________________________________________________________________________________________

2. List employee’s weaknesses and your recommendations for improving them.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Are employee’s skills being fully utilized?  What training or skills development should be implemented that would  fully develop employee’s potential?  

      ______________________________________________________________________________________________________________________________________________________________________________________________________
PART 4:  NEW GOALS

List one to three goals to be attained by the employee before his/her next review.  Indicate preparation/

training necessary to attain these goals and projected completion date. Goals must be realistic and reasonably accomplished as part of the employee’s regular workload.

Goals ----Preparation/Training Necessary to Achieve         Project Completion Date

1. ______________________________________________________________________________________________________________________________________________________________________________________________
2. ______________________________________________________________________________________________________________________________________________________________________________________________
3. ______________________________________________________________________________________________________________________________________________________________________________________________
APPRAISER:  I have discussed all items reviewed in this form with the named employee.

__________________________________________________________________    _________________

Appraiser’s Signature






      Date

EMPLOYEE’S COMMENTS:  Employee is encouraged to describe any reaction to ratings, feelings regarding current position, future plans, and steps being taken to reach goals.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I have seen and reviewed the appraisal.  All items covered have been discussed fully with me.  I have been encouraged to make comments.  I realize that my signature does not imply that I am in agreement with the appraisal.

______________________________________                           __________________________________

Employee’s Signature




 Date

______________________________________                           __________________________________

Director’s Signature




 Date

