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How to Use this Form
Employee Performance Evaluation

Name:       
[image: image2.png]



Title:       

Department:   FORMDROPDOWN 

Evaluation Period:      
Purpose:  The job performance of each staff member is to be evaluated one or more times annually to ensure attainment of departmental goals and objectives, to enhance communications, to facilitate and promote career growth and development, and to provide a comprehensive view of the overall performance.

Instructions:  At the beginning of each year the staff member and supervisor will identify performance goals, objectives, and areas for developmental action.  The individual position description will provide the basis for many of these areas and should be attached to this form.  Areas of concentration and measurable items in the past year should be included under “performance factors.”  

This form will be reviewed on a regular basis.  At the end of the evaluation period the employee and supervisor will complete all areas of this form.  Results from the prior year will be used as the basis for future evaluations.

The staff member will fill out column A of this form.  The supervisor will fill out column B and will discuss the contents of the evaluation with the staff member.  The supervisor’s comments should describe the accomplishments as well as offer recommendations for any needed improvements in performance.

I. PERFORMANCE FACTORS

Performance goals and expectations:

     
Accomplishments:

     
A. Job Knowledge:  Consider how well he/she is equipped with the knowledge essential to the performance of his/her work:

       A    B

1.  FORMCHECKBOX 
  FORMCHECKBOX 

Lacks knowledge of some phases of work

2.  FORMCHECKBOX 
  FORMCHECKBOX 

Moderately informed, can answer most common questions

3.  FORMCHECKBOX 
  FORMCHECKBOX 

Well informed, good working knowledge of work

4.  FORMCHECKBOX 
  FORMCHECKBOX 

Has exceptionally thorough grasp of all phases of job

Comments:      
B. Quality of Work:  Consider neatness and accuracy of work regardless of volume:

       A    B

1.
 FORMCHECKBOX 
  FORMCHECKBOX 

Frequent errors

2.
 FORMCHECKBOX 
  FORMCHECKBOX 

Meets minimum requirements

3.  FORMCHECKBOX 
  FORMCHECKBOX 

Very few errors, consistent

4.  FORMCHECKBOX 
  FORMCHECKBOX 

Exceptionally accurate, practically no mistakes

Comments:      
C. Quantity of Work:  Consider volume of work produced under normal conditions:

       A    B

1.
 FORMCHECKBOX 
  FORMCHECKBOX 

Produces below what he/she can and should

2.  FORMCHECKBOX 
  FORMCHECKBOX 

Volume of work is satisfactory

3.  FORMCHECKBOX 
  FORMCHECKBOX 

Very industrious, does more than is required

4.  FORMCHECKBOX 
  FORMCHECKBOX 

Superior work production record

Comments:      
D. Adaptability/Flexibility: Consider the ability to alter activities successfully to cope with demands of new situations.  The ability to listen attentively and openly to the ideas, problems, and suggestions of others:

       A    B

1.
 FORMCHECKBOX 
  FORMCHECKBOX 

Unable to adjust routine to cope with new demands

2.  FORMCHECKBOX 
  FORMCHECKBOX 

Somewhat rigid, but able to adapt with support and direction

3.  FORMCHECKBOX 
  FORMCHECKBOX 

Flexible in coping with new demands; open to suggestions from others 

4.  FORMCHECKBOX 
  FORMCHECKBOX 

Has creative initiative; highly flexible

Comments:      
E. Punctuality and Attendance:  Consider faithfulness in coming to work daily and faithfulness in conforming to work hours, and participation in the overall life of the University:
  
 A    B

1.  FORMCHECKBOX 
  FORMCHECKBOX 

Often absent and/or frequently late for work

2.  FORMCHECKBOX 
  FORMCHECKBOX 

Usually present and on time

3.  FORMCHECKBOX 
  FORMCHECKBOX 

Very prompt; regular in attendance

4.  FORMCHECKBOX 
  FORMCHECKBOX 

Never absent or late, record is perfect

Comments:      
F. Creativity and Initiative:  Consider talent for discovering better ways of doing things and ability to plan work and proceed with a job without being told every detail:

 A    B


      1.
 FORMCHECKBOX 
  FORMCHECKBOX 

Rarely has new ideas; routine only

2.  FORMCHECKBOX 
  FORMCHECKBOX 

Sometimes makes suggestions

3.  FORMCHECKBOX 
  FORMCHECKBOX 

Frequently suggests new ways of doing things; progressive worker

4.  FORMCHECKBOX 
  FORMCHECKBOX 

Initiative and creativeness results in frequent savings in time and/or money

Comments:      
G. Communication:  Consider his/her ability to present information effectively in writing or orally to subordinates, peers, and superiors:

       A    B

1.  FORMCHECKBOX 
  FORMCHECKBOX 

Has difficulty communicating ideas

2.  FORMCHECKBOX 
  FORMCHECKBOX 

Communicates adequately; few problems result

3.  FORMCHECKBOX 
  FORMCHECKBOX 

Communicates clearly and effectively

4.  FORMCHECKBOX 
  FORMCHECKBOX 

Facilitates business/creates good will through clear and effective communication
Comments:      
H.
Problem Solving:  Consider his/her ability to understand problems and disputes and develop sound, prompt, and practical solutions:

       A    B

1.
 FORMCHECKBOX 
  FORMCHECKBOX 

Contributes to the creation of problems which others must solve     

2.  FORMCHECKBOX 
  FORMCHECKBOX 

Stands by and allows others to solve problems and mediate disputes

3.  FORMCHECKBOX 
  FORMCHECKBOX 

Participates with others in effective problem-solving

4.  FORMCHECKBOX 
  FORMCHECKBOX 

Demonstrates leadership in analyzing problems and effecting solutions

Comments:      
I.
Financial Management:  Consider his/her appropriate planning and allocation of resources; effective budget management:

       A    B

1.  FORMCHECKBOX 
  FORMCHECKBOX 

Creates problems by failing to plan and monitor an appropriate budget

2.  FORMCHECKBOX 
  FORMCHECKBOX 

Meets minimum requirements in budgeting

3.  FORMCHECKBOX 
  FORMCHECKBOX 

Demonstrates understanding of effective budget management

4.  FORMCHECKBOX 
  FORMCHECKBOX 

Demonstrates superior ability to plan and allocate in order to get the most 

from resources


      5.
 FORMCHECKBOX 

Not applicable

Comments:      
H. Human Resource Development:  Consider his/her effective development and motivation of personnel:

      A    B

1.
 FORMCHECKBOX 
  FORMCHECKBOX 

Undermines professional development among peers and subordinates

2.
 FORMCHECKBOX 
  FORMCHECKBOX 

Contributes little to the professional development of others

3.
 FORMCHECKBOX 
  FORMCHECKBOX 

Fosters, through example, the development and motivation of peers or 

subordinates

4.
 FORMCHECKBOX 
  FORMCHECKBOX 

Displays leadership in the professional development and motivation of peers and 
subordinates

5.
 FORMCHECKBOX 

Not applicable

Comments:      
II. INTERPERSONAL FACTORS:

A. Attitude and Cooperation:  Consider his/her feelings toward his/her work, the University, and collegues and his/her willingness to work with and on behalf of others:

       A    B

1.
 FORMCHECKBOX 
  FORMCHECKBOX 

Does not get along with others

2.  FORMCHECKBOX 
  FORMCHECKBOX 

Acceptable to group; meets minimum requirements

3.  FORMCHECKBOX 
  FORMCHECKBOX 

Gets along well with others, has healthy attitude

4.  FORMCHECKBOX 
  FORMCHECKBOX 

Goes out of way to get along well; sets a good example

Comments:      
B. Dependability:  Consider the manner in which he/she applies himself and his/her ability to demonstrate reliability and commitment in support of departmental goals and objectives:

       A    B

1.  FORMCHECKBOX 
  FORMCHECKBOX 

Requires close supervision, is unreliable

2.  FORMCHECKBOX 
  FORMCHECKBOX 

Can be entrusted to do a job with routine checks

3.  FORMCHECKBOX 
  FORMCHECKBOX 

Applies himself/herself well; requires little supervision

4.  FORMCHECKBOX 
  FORMCHECKBOX 

Justifies utmost confidence, carries out his/her work in all details

Comments:      
C. Friendliness/Courtesy:  Consider the sociability and polite attention he/she imparts towards students, faculty, staff, and visitors:

        A   B

1.  FORMCHECKBOX 
  FORMCHECKBOX 

Fails to display appropriate courtesy towards students, faculty, staff, or visitors

2.  FORMCHECKBOX 
  FORMCHECKBOX 

Displays adequate social skills

3.  FORMCHECKBOX 
  FORMCHECKBOX 

Always very polite and willing to help

4.  FORMCHECKBOX 
  FORMCHECKBOX 

Noted for displaying courtesy and for fostering good will; one of those people 

 


 who makes the workplace more pleasant for all.

Comments:      
III. SUMMARY (Attach additional pages if needed)

A. Accomplishments and Contributions - Provide a statement describing those areas in which the individual excels:

     
B. Areas needing improvement - Provide specific examples of areas that need improvement, when such performance has been noted above, and make suggestions for improvement:

     
C. Major strengths - Provide areas for employee development and recommended actions to 
      achieve those goals.

     
D. Future Performance Objectives – Include action plan to achieve these goals

     
Overall Performance Evaluation:  After carefully considering my evaluation of this employee’s performance during the appraisal cycle, my overall appraisal of his/her performance is as follows:

 FORMCHECKBOX 

Performance is highly effective.  Employee consistently exceeds the requirements of the position.  This employee is a top performer.

 FORMCHECKBOX 

This employee consistently and effectively performs the requirements of the position.

 FORMCHECKBOX 

This employee occasionally fails to perform requirements of the position.

 FORMCHECKBOX 

Performance is consistently unsatisfactory in critical areas.  Marked improvement 
is necessary for continued employment by Averett.


 FORMCHECKBOX 

Employee is incapable of continuing in present position.


Employee’s Signature






Date



Evaluator’s Signature



 
 

Date



Reviewer’s Signature





 
Date

Staff Member Comments:

     
Should the staff member disagree with specific issues or assessments reflected in this performance appraisal, he or she may write a letter of dissent with within two weeks of the date of this performance appraisal session.  This letter will be attached to this document and placed in their respective personnel file.
How to use this form

	Employee:

Fill out portion A of the evaluation form.  

Save a copy of the form on your local machine

Attach the form to an email and send it to your Supervisor


	Supervisor:

Fill out portion B of the evaluation form

Save a copy of the form on your local machine

Print a copy to sign, print and file

	Both parties will sign the printed copy of the form.
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