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Employee Performance Evaluation

Employee

Position

Date of hire

Date of last review

Date of this review

Name of evaluator

Signature

Instructions:

1) Print clearly and legibly in pen.

2) Complete all sections of the Evaluation Form.

3) Sign and date the form.

4) Schedule a date and time to conduct a Performance Evaluation
meeting with the employee. Part D should be completed then.

5) Review evaluations and recommendations with Personnel Committee
and Board of Directors.



Section B: Analytical
Ratings:
Urmsatisfactory -1
Needs improavement -2
Average -3
Sclid Performer -4
=1

Qutstanding -

Circle the rnumber that best describes the emplayee's level of performarnce for

the evaluation period.

1) APPLICATION OF KNOWLEDGE (UNDERSTANDING)

Does not understand
policies, methods

or procedures, app-
lies knowledge only
after repeated expla-
nation.

e v YV v we we

Understands policies
methods and procedures,
applying knowledge to
routine tasks. '

e e T e v e

Easily understands
policies, methods and
procedures and applies
kriowledge to complex
tasks.

1 2 3 4 5
COMMENTS::
2) RELIAERILITY
Needs close supervision! Regquires some super-— H Merits complete confi-
after a reasonable H vision. Can be counted H dence on the Job,
time to learn the job, ! on to do what is expec— ! requires minimal super—
has difficulty daing t ted or required of the ! vision, can always be
what is expected or ! Job. ; counted on the do whatr
required oif tne job. : : is expected or required.
i 2 3 4 S

COMMENTS :

e U —




3) ATTENDANCE

Reports to werk late
without calling or
misses shifts with-
aut finding replace-~
ments. Dces not
usually woerk addi-
tiemal shifts when
asked.

1

COMMENTS:

- Y ve W e Y e ww e

n

Reports toc work on time
Gives advance notice
whers arriving late and
firds replacements wher
uriavailable to work an
assigned shift. Will
occcassionally work
extra shifts when asked.

1]

e we ww we ve Ew e we ew

Reports ta work orn time
for every shift. Never
arrives toc work late or
misses shifts.Volunteers
to work extra shifts
whers help is rneeded.

(4]

Al

4) QUALITY OF WORK

Work requires consider-—
able checking, many

Work reguires cccasional
checking, few correc-—

Consistertly completes
work of the highest

} }
H H
cormrections are nec-— H tions are necessary. ! guality, all work is
essary. Work lacks ! Work is accurate, clear ! accurate, adeguate and
accuracy, clarity and } and adequate. } efficient.
adequacy. H H ' .
1 ) '
1 =4 3 4 S
COMMENTS:
S) PACE OF WORK
Pace of work is : Werks at the expected ! Works at a pace which
slower tharn expected. : pace. ! exceeds expectations.
1 e 3 5 S

COMMENTS :




&) COCPERATION

Sheows reluctance to
work with cthers. Deces
ot always follow ir-—
structions.

ve ve wvu we we

Works well with assa-
ciates, follaws
ticns.

instruc—

e v wve we ow

Promotes enthusiasm among
ca-warkers, an cutstard-
ing team player, accepts
instructions enthusiastic-
ally, helps co—-wocrkers.

b3 2 3 4 S
COMMENTS s
7} INITIATIVE
Follows instructions d Takes necessary steps ! Independently originates
but will not act unless ! tc accomplish job tasks, ! and develops constructive
told to do so, waits : does not have to be ! ideas, actively seeks new
idly by for instruc-— H told to do things, seeks | tasks.
tions. H rew assignments after }
: completing old ones. }
i 2 3 4 S
COMMENTS:
8) COMMON SENSE
Frequertly uses poor H Usually uses good ! Always uses gocd Jjudge-—
Judpgement while on H Judgement wherr onn the 4 mernt wher on the Jjob.
the Jab. H Jeb. H
& 3 4 S




3) CUSTOMER RELATIONS
Doces nrnot exhibit po-
lite behavior tawards

custcomers. May avoid
custoners completely.

1

COMMENTS:

e Yo e e ew ve ww ve we

Palite to customers,
answers customer guestiaons
or helps customers when
asked but doesn't affer
any additional assist-~

arce.

(]

e Te ww Ye ev vw ve ev we

Enthusiastic and friernd-
ly towards customers. Am—
swers customer guestions,
helps custcmers whern asked
and offers additicmnal
assistance that is nat
asked for. Goces above ard
the call of duty to be
courteocus and helpful.

S

10) ATTITUDE

Does not convey a lik-

able disposition toward

customers. Represents
the company in an
undesirable marmer.

b3

COMMENTS:

(e7 FiD

" Ye we ve vo w= vu

n

Conveys a likable dis-
position toward custo-
mers and co—workers.
Represents the company
in a positive manner.

Yo v ve ve e ew pe

>

Conwveys an sxtremaly lik-
able disposition toward
customers and co-workers.
Represents the company

in a consistently posi-
tive marmer, even in
difficult situations.

S

11) ADAPTABILITY

Has difficulty adjust-
irmg to changes in the
work ernvircormert, per-—
farmarce may be im-~

paired due to situation.

1

COMMENTS::

v ov we ve ww

Adjusts to changes in
the work envirornmert
with little difficulty.

7]

Adjusts easisly to chang—
es in the work ernvircornmert
Learrnis riew duties guickly
and adjusts well ta Job.

L




%
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Read carefully the decriptions below of total or over-all performance.

Bart

B

Overall Performance Rating

Select

the orne that in your judgement best describes the emplayee's job perfcrmance.

Circle the number that corresponds to your chaoice.

{OVERALL PERFORMANCE IS

OVERALL PERFOR-

OVERALL PERFORMANCE EXCEEDS

H BELOW EXPECTATIONS MANCE FULFILLS EXPECTRTIONS
4 EXPECTATIONS ’
3 i 2 } 3 5 ! =]
‘Unsatis-— Neads H Average Solid ! Outstanding
H factory improvement | Per-former H
‘Not success— Has not been (Has successfully On balance, {Has consistently
1ful in per— completely lachieved the ob-— has exceeded |exceeded geals
forming the successtul tJectives of the goals of po—- iof position.

In a sition or iMade contribu-—-

itasks of the
i Job. On bal-
‘ance has not
imet the ob-
i Jectives

‘of the po-—
.gition.

4 -—.n-.-.o---.-v-...-vwo-o-..v.{wa{n ve 4

in achiev-
ing all the
objectives
of the po-
sition. Met
most goals,
but on bal-
ance, has

ly reached
desired le-—
vel of per-—
formance.

Iposition.

i Tew instances
imay have exceed-
{ed some targets
land missed some,

{but on balarnce
tthe individual

thas competently
not complete—|performed the
iduties of the

} Job.

4 v ov vv e

1-..-..-o-o--.--o-"-owuovvu-ou{.w-{P-.1}

successfully

met difficult (in significant
goals. Overall!ichanges. For
performance l(example, new
clearly bet— {policies or pro-—
ter than that !cedures, new

of the averagel!directions, or
performer. !improvements.

ttions resulting

{Rchieved gco
iresults even
jduring ex-—

ltremely unusual

isituations.

1

»
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Mariager's comments:

Camments o

the Performance Year
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Part D

EMPLOYEE RESPONSE

The employee should feel free to respond in any manner they wish:
(Use the back if necessary.)

Signature

Date

The above signature only indicates that a Performance Review meeting
took place, the employee had an opportunity to read this evaluation
and respond in writing, and does not imply agreement with its contents.



