Employee Performance Evaluation Form

Exempt Personnel

Name ______________________________________

Title _______________________________________

Supervisor __________________________________

Evaluation Date ______________________________

Evaluation Period _____________________________

This form is designed to facilitate a discussion of employee performance during the period specified, clarify expected levels of performance and establish specific goals and objectives for the next review period.

The level of performance in each major area is to be rated according to the following scale:

1  
Needs improvement

2  3  4 
Meets job requirements

5  
Exceptional

Needs Improvement:
Performance in this area is below the expected level and needs immediate improvement.

Meets Job requirements:
Performance in this area is consistently at the expected level.

Exceptional:
Performance in this area is consistently well above the expected level.

Steps to follow: 

· Use the performance scale above to determine the rate for each of the performance areas on the following pages.

· Write comments indicating specific behaviors and/or activities that are important to the performance of the particular position; provide specific examples to support ratings given; and explain behaviors you would like to see more or less of in the future.

· Summarize overall performance using the same rating scale as above. This rating should not be an average of the major performance areas, but rather a generalized assessment of overall performance.

· If in an area some items do not pertain to a particular position, please disregard them.

Job Knowledge and Skills: 

Evaluate the degree of job knowledge the employee demonstrates in the performance of his/her duties as outlined in the positions description. Address specific job knowledge/skills required by position.




Productivity/Quantity of Work:

Evaluate the employee’s ability to organize and schedule his/her work and, if functioning in a lead capacity, the work of others.


Quality of Work/accuracy:

Evaluate the degree to which the employee consistently produces quality, error free work.


Communications:

Evaluate the effectiveness of the employee’s communication skills.


Teamwork:

Evaluate how well the employee contributes to effective teamwork.


Internal Customer Service: 

Evaluate how well the employee provides good service to internal customers.


External Customer Service: 

Evaluate how well the employee provides good service to external customers.


Problem Solving/Decision Making: 

Evaluate the degree to which the employee demonstrates the ability to solve problems and make decisions.


Leadership/Project  Management: 

Evaluate the employee’s ability to lead to manage others, delegate responsibility and authority, and/or carry out a project.


Staff Development: 

Evaluate how well the employee helps subordinates learn and progress in their positions, advance in their careers, and generally reach levels of achievement.


Fiscal Responsibility:

Evaluate the employee’s effectiveness in using resources well, making sound financial decisions and safeguarding assets.


Professionalism: 

Evaluate the professional attitude and behavior the employee demonstrates.


Overall Performance:



















































































