	Employee Name:
	
	


	Position:
	
	


	PERFORMANCE FACTORS
	4
	3
	2
	1
	0
	Rating
	Weighted Rating

	KNOWLEDGE OF JOB        Weight    .09

Employee understands the purpose for the job. Demonstrates the knowledge, skills and abilities needed to complete the job tasks.

  
	
	
	
	
	
	
	

	QUALITY OF WORK            Weight   .08 
Employee produces work that is usually com-plete, accurate, legible and in good order. Takes immediate remedial action to correct deficiencies. 
	
	
	
	
	
	
	

	QUANTITY OF WORK         Weight   .05 
Employee produces expected amount of work in a timely manner.
	
	
	
	
	
	
	

	DEPENDABILITY                  Weight   .05 
Employee works toward deadlines and schedules as planned, and completes work according to procedures and guidelines with little supervision.
	
	
	
	
	
	
	

	ATTENDANCE                        Weight   .04 
Employee adheres to leave policies and arrives at work station prepared to begin duties at the assigned hour. 
	
	
	
	
	
	
	

	INITIATIVE                             Weight   .05 
Employee seeks ways to develop job skills through available resources, is a self-starter, and does not complain about work.
	
	
	
	
	
	
	

	JUDGEMENT                          Weight   .07 
Employee uses good judgment and considers con-sequences before acting; chooses and/or follows correct procedures; recognizes problems and enlists assistance when necessary. 
	
	
	
	
	
	
	

	COOPERATION                      Weight   .06 
Employee demonstrates ability to work effect- tivley with others to complete tasks; accepts change and additional duties as necessary;  dis- plays willingness to be team player.  
	
	
	
	
	
	
	

	RELATIONSHIP WITH OTHERS Wt .04 
Employee strives to maintain good working rela-tionship with supervisor, co-workers, staff in other departments, and the public; shows consideration of others’ viewpoints.  
	
	
	
	
	
	
	

	COORDINATION OF WORK Weight .04 
Employee plans work schedule appropriately to meet deadlines, seldom has to repeat a procedure to get the job done.  Demonstrates ability to handle several projects simultaneously as neces- sary.
	
	
	
	
	
	
	

	SAFETY                                    Weight   .04 
Employee exhibits an awareness of conditions in work environment so as to avoid accidents, and complies with established policies and proce- dures; shows interest in safety of others while working together.  
	
	
	
	
	
	
	


	
	TOTAL:
	


	Employee Name:
	
	


	Position:
	
	


	PERFORMANCE FACTORS for LEAD EMPLOYEES/SUPERVISORS
	4
	3
	2
	1
	0
	Rating
	Weighted Rating

	PLANNING                             Weight    .06

Employee demonstrates the ability to set realistic goals and determine best way to attain them, within the limits of resources, time and safety.  
	
	
	
	
	
	
	

	ORGANIZING                         Weight   .07 
Employee demonstrates the ability to utilize skills of subordinates, to get results by delegating; to determine needs and assemble materials for a project; and to budget funds for tasks and effect-tivley administer the expenditures of allotted funds.  
	
	
	
	
	
	
	

	LEADING                                 Weight   .07 
Employee demonstrates ability to manage opera-tions of the department or unit; to influence em-ployees by example and to be consistent in evalu-ating employees’ job performance and giving performance feedback to employees.  
	
	
	
	
	
	
	

	DECISION MAKING             Weight   .06 
Employee demonstrates the ability to choose solu-tions that meet end results and minimize problems, and to identify alternatives and make decisions based on fact.  
	
	
	
	
	
	
	

	CREATIVITY                         Weight   .03 
Employee seeks new methods, equipment, ect., to improve operations of the department/unit and is open to change. Seeks input from staff and super-visor to bring about change.
	
	
	
	
	
	
	

	HUMAN RELATIONS           Weight   .04 
Employee is conscientious in helping and devel-oping subordinates, keeps supervisors and subor-dinates informed, maintains open communications with staff and receives support from subordinates.  
	
	
	
	
	
	
	

	POLICY IMPLEMENTATION Weight.04 
Employee understands policies and procedures and adheres to those policies in job performance. Accepts delegated authority and ensures policies and procedures are followed by subordinates.  
	
	
	
	
	
	
	

	POLICY FORMULATION     Weight   .02 
Employee sees policy and/or procedures as a tool to accomplish goals and suggests constructive changes to existing policy.  Demonstrates ability to develop procedures or policies needed to carry out new programs and/or to comply with local, state, federal laws or ordinances.  
	
	
	
	
	
	
	


	
	SUB TOTAL:
	


	
	TOTAL FROM OTHER PAGE:
	


	
	TOTAL:
	


	Employee Name:
	
	


SUPERVISOR'S SUMMARY OF EMPLOYEE'S STRENGTH AND WAYS TO IMPROVE PERFOMANCE

Justification for performance ratings above meets standard:

	

	

	

	

	

	

	

	

	

	

	


HOW TO IMPROVE JOB PERFORMANCE
(for factors with rating of meets standards or above)

	

	

	

	

	


General Goals and Objectives for the Next Rating Period:

	1
	

	

	2
	

	

	3
	

	


Attach additional sheets if necessary for comments.

	Employee Name:
	
	


JUSTIFICATION AND ACTION PLAN FOR PERFORMANCE FACTORS BELOW STANDARD

Justification for performance ratings below meets standard:

	

	

	

	

	

	

	

	

	

	

	


Action Required to Meet Standard: (List specific steps, including OJT or formal training, the employee is required to take to meet standards where the employee has been rated below “meets standard.”)

	1. Performance Factor:
	
	Target Date:
	


	Action Required:
	

	

	


	2. Performance Factor:
	
	Target Date:
	


	Action Required:
	

	

	


	3. Performance Factor:
	
	Target Date:
	


	Action Required:
	

	

	


	Supervisor's Signature:
	
	Date:
	


**Supervisor should keep a copy of this page to ensure goals are met.

	Employee Name:
	
	


	Position:
	
	


SUMMARY COMMENTS AND SIGNATURES

	Division/Program Administrator's Comments
	

	

	

	

	


	Division/Program Administrator's Signature
	
	Date
	

	


	Department Head's Comments
	

	

	

	

	


	Department Head's Signature
	
	Date
	

	


	Employee's Comments
	

	

	

	

	


I understand that my signature indicates that I have seen this evaluation and have had an opportunity to discuss it with my supervisor, but does not necessarily imply my agreement.

Please indicate whether you intend to submit a written statement (due within 5 days from the due date of your review) for any ratings or comments in which there were significant disagreements between you and your supervisor.

	
	
	Yes
	
	No
	
	


	Employee's Signature
	
	Date
	


**All parties involved are encouraged to attach additional sheets if necessary for comments. 

