Sample #5 

Employee Evaluation Form

Name of Employee: ____________________________________________________________________________

Position: _____________________________________________________________________________________

Report Period: From: _______________________________ to: _________________________________________

Evaluation for: ( Probation ( Annual ( Special

Rating - Circle One
I. Knowledge of Job: Consider employee's knowledge and understanding of every aspect pertinent to the job (methods, equipment, etc.)

1. Unacceptable - Despite a reasonable period of orientation, and/or instruction, job knowledge remains at an unacceptably low level. 

2. Needs Improvement - Lacks knowledge in several basic elements of the job. Requires frequent instruction in areas of fundamental knowledge.

3. Good - Is knowledgeable of basic elements of job. Does not require instruction in area of fundamental knowledge.

4. Outstanding - Thoroughly understands own job and related jobs.

Comments: ___________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

II. Quantity of Work: Consider volume of work performed and assignments completed relative to job requirement.

1. Unacceptable - Despite a reasonable period of orientation, and/or instruction, job knowledge remains at an unacceptably low level. 

2. Needs Improvement - Lacks knowledge in several basic elements of the job. Requires frequent instruction in areas of fundamental knowledge.

3. Good - Is knowledgeable of basic elements of job. Does not require instruction in area of fundamental knowledge.

4. Outstanding - Thoroughly understands own job and related jobs.

Comments: ___________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

III. Quality of Work: Consider performance of work in terms of neatness, accuracy, and thoroughness.

1. Unacceptable - Despite a reasonable period of orientation, and/or instruction, job knowledge remains at an unacceptably low level. 

2. Needs Improvement - Lacks knowledge in several basic elements of the job. Requires frequent instruction in areas of fundamental knowledge.

3. Good - Is knowledgeable of basic elements of job. Does not require instruction in area of fundamental knowledge.

4. Outstanding - Thoroughly understands own job and related jobs.

Comments: ____________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

IV. Cooperation: Consider degree to which employee works cooperatively and harmoniously with coworkers, supervisors, and volunteers.

1. Unacceptable - Despite a reasonable period of orientation, and/or instruction, job knowledge remains at an unacceptably low level. 

2. Needs Improvement - Lacks knowledge in several basic elements of the job. Requires frequent instruction in areas of fundamental knowledge.

3. Good - Is knowledgeable of basic elements of job. Does not require instruction in area of fundamental knowledge.

4. Outstanding - Thoroughly understands own job and related jobs.

Comments: ____________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________
V. Aptitude: Consider how quickly employee learns new work and retains what has been learned.

1. Unacceptable - Despite a reasonable period of orientation, and/or instruction, job knowledge remains at an unacceptably low level. 

2. Needs Improvement - Lacks knowledge in several basic elements of the job. Requires frequent instruction in areas of fundamental knowledge.

3. Good - Is knowledgeable of basic elements of job. Does not require instruction in area of fundamental knowledge.

4. Outstanding - Thoroughly understands own job and related jobs.

Comments: ____________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

VI. Initiative: Consider employee's ability to act on own responsibility to accomplish needed work.

1. Unacceptable - Despite a reasonable period of orientation, and/or instruction, job knowledge remains at an unacceptably low level. 

2. Needs Improvement - Lacks knowledge in several basic elements of the job. Requires frequent instruction in areas of fundamental knowledge.

3. Good - Is knowledgeable of basic elements of job. Does not require instruction in area of fundamental knowledge.

4. Outstanding - Thoroughly understands own job and related jobs.

Comments: ____________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

VII. Judgment: Consider employee's ability to think through situations, weigh factors involved, and make sound decisions.

1. Unacceptable - Despite a reasonable period of orientation, and/or instruction, job knowledge remains at an unacceptably low level. 

2. Needs Improvement - Lacks knowledge in several basic elements of the job. Requires frequent instruction in areas of fundamental knowledge.

3. Good - Is knowledgeable of basic elements of job. Does not require instruction in area of fundamental knowledge.

4. Outstanding - Thoroughly understands own job and related jobs.

Comments: ____________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

VIII. Dependability: Consider employee's ability to follow through on assignments.

1. Unacceptable - Despite a reasonable period of orientation, and/or instruction, job knowledge remains at an unacceptably low level. 

2. Needs Improvement - Lacks knowledge in several basic elements of the job. Requires frequent instruction in areas of fundamental knowledge.

3. Good - Is knowledgeable of basic elements of job. Does not require instruction in area of fundamental knowledge.

4. Outstanding - Thoroughly understands own job and related jobs.

Comments: ____________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

IX. Communication - Verbal: Consider employee's ability to convey information and present ideas clearly and concisely throughout the organization and with outside contacts.

1. Unacceptable - Despite a reasonable period of orientation, and/or instruction, job knowledge remains at an unacceptably low level. 

2. Needs Improvement - Lacks knowledge in several basic elements of the job. Requires frequent instruction in areas of fundamental knowledge.

3. Good - Is knowledgeable of basic elements of job. Does not require instruction in area of fundamental knowledge.

4. Outstanding - Thoroughly understands own job and related jobs.

Comments: ____________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

X. Communication - Written: Consider employee's ability to convey information and present ideas clearly and concisely throughout the organization and with outside contacts.

1. Unacceptable - Despite a reasonable period of orientation, and/or instruction, job knowledge remains at an unacceptably low level. 

2. Needs Improvement - Lacks knowledge in several basic elements of the job. Requires frequent instruction in areas of fundamental knowledge.

3. Good - Is knowledgeable of basic elements of job. Does not require instruction in area of fundamental knowledge.

4. Outstanding - Thoroughly understands own job and related jobs.

Comments: ____________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

XI. 

Strengths:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Weaknesses:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Accomplishments:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

XII. Goals and Objectives for next review period. Planning, strategizing and forecasting ways to stay current in job-relevant knowledge and skills and seek opportunities to improve self and work performed. 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Goals for Next Year:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Method to Achieve Goals:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Time Frame/Deadline:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Use additional paper for additional Goals, Method to Achieve Goals and Time Frame/Deadline.

Employee Comments:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Evaluation Summary:

1.
10-25 Unacceptable - Consistently performs below acceptable standards; fail to meet expectations.

2.
26-30 Needs Improvement - Frequently performs below acceptable standards; often fails to meet expectations. Improvement necessary.

3.
31-35 Good - Dependably does a god job: consistently meet expectations.

4.
36-40 Outstanding - Demonstrates effective performance; clearly and consistently exceed expectations.

_____________________________________________


________________________________

Signature of Employee 








Date

____________________________________________


________________________________

Signature of Supervisor








Date

Employee's signature is required only to indicate that the employee has read the evaluation form, not to approve or disapprove. An employee who does not agree with a performance evaluation may submit a response/rebuttal to the evaluation, which shall be attached to the evaluation.

