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	Employee Name:
	
	Department:
	
	Date:
	


EXEMPT (PROFESSIONAL AND MANAGEMENT) PERFORMANCE EVALUATION
This form is to be filled out completely by the employee’s immediate supervisor/manager.  To assist in completing this form, you are provided with Rating Definitions and a brief explanation of Performance Factors, and Narrative and Goal Setting procedures.

RATING DEFINITIONS

EXCELLENT – Achievement and performance clearly exceed position requirements in all areas by a high degree of excellence.  Outstanding performance in every respect.  Performance far exceeds expectations.

GOOD – Performance meets position requirements in most areas and exceeds in some.  Capability and performance levels are generally above the standards set for the position.

AVERAGE – Level of performance meets position requirements.  May require close direction to handle unusual problems.  This level also includes an employee who may be relatively new in position.

MARGINAL* – Results are less than expected.  Work is of marginal quality and less than effective.  Close supervision and direction are required.  This may also include an employee who may be relatively new in position.

POOR* – Performance is unacceptable.  Minimum position standards are not being met.  If immediate improvement is not demonstrated, this rating may result in downgrading or termination.

* If rating is marginal or poor, the supervisor must advise the employee or his/her status and the specific areas where improvement is needed.  This should be indicated on form.

PERFORMANCE FACTORS

Each performance factor must be addressed and considered individually.  Your comments are required to support the rating you give each factor.  Performance factors 14 through 20 pertain only to Supervisory and Managerial personnel.  These factors must be completed for all Supervisory and Managerial employees.  Base your overall evaluation on the entire period covered and not on isolated incidents.  Remember, your overall evaluation must reflect and be supported by your comments in the Narrative section.
NARRATIVE AND GOAL SETTING

Following the evaluation of performance factors, you are to address specific topics regarding the employee’s overall capability, developmental needs, achievement of prior year goals, and establishment of new goals for the coming year.  It is important that you take the time to clearly and concisely address each of these topics.  Each employee should know where he/she stands with regard to their overall performance, strengths, weaknesses, and development needs.  It is always helpful to remember, when doing a performance evaluation of your subordinates, to ask yourself how you would want to be evaluated.  The evaluation process is an important part of your responsibilities.  It can significantly affect the growth and success of an employee as well as impact the Company’s growth potential.
JOB PERFORMANCE REVIEW

Before you begin the evaluation process, it may be helpful for you to identify the employee’s major responsibilities or special tasks:

	

	

	

	

	

	


Part I – PERFORMANCE FACTORS
Indicate a (() or an (X) in the box below that bests reflects the level of performance.

RATING

	PERFORMANCE FACTORS
	EXCEL
	GOOD
	AVER
	MARG
	POOR
	COMMENTS

	
1.
	JOB KNOWLEDGE
Shows skills in and understanding of job function.  Maintains and/or increases knowledge of skills.  Keeps abreast of state of the art.
	
	
	
	
	
	

	
2.
	QUALITY OF WORK
Correct, complete, and meets or exceeds established company and customer work standards.
	
	
	
	
	
	

	
3.
	QUANTITY OF WORK
Consistently produces a volume to meet daily, monthly, and annual schedules.
	
	
	
	
	
	

	
4.
	ABILITY TO FOLLOW INSTRUCTIONS AND PROCEDURES
Verbal and written.
	
	
	
	
	
	

	
5.
	INITIATIVE
Starts assignments without prompting.  Independently contributes ideas and projects.  Seeks out solutions to problems and learns more of various functions.
	
	
	
	
	
	

	
6.
	CREATIVITY
Generates concepts, approaches, and methods of new applications.  Explores problem solutions.
	
	
	
	
	
	

	
7.
	COOPERATION AND INTERPERSONAL SKILLS
Adjusts to changing job needs, good working relationships.  Ability to effectively work with individuals and groups at various levels.
	
	
	
	
	
	

	
8.
	COMMUNICATION SKILLS
Clear and concise, verbal and written.
	
	
	
	
	
	

	
9.
	ATTITUDE
Demonstrates interest in work and the organization.  Seeks self-improvement and advancement.  Capacity for self-discipline, enthusiasm, cooperation.  Accepts criticism.  Tries to improve.
	
	
	
	
	
	

	
10.
	JUDGMENT
Considers all facts, defines and evaluates.  Has the ability to evaluate the effect of various personal actions on the business.
	
	
	
	
	
	

	
11.
	ANALYTICAL ABILITY
Think problems and issues through.  Demonstrates sound reasoning ability.
	
	
	
	
	
	

	
12.
	DEPENDABILITY
Integrity, dedication, reliability.  Punctuality and attendance.
	
	
	
	
	
	

	
13.
	SAFETY/HOUSEKEEPING
Observes safety rules and maintains neat, clean work area.
	
	
	
	
	
	


NOTE: If appraisal is for non-supervisory position, please skip Part II and complete Part III – Overall Evaluation Section.

Part II – PERFORMANCE FACTORS
This section must be completed for all supervisors, managers, directors and above.
RATING

	PERFORMANCE FACTORS
	EXCEL
	GOOD
	AVER
	MARG
	POOR
	COMMENTS

	
14.
	PLANNING AND ORGANIZATION
Sets realistic goals, systematically organizes tasks and resources.  Uses foresight to insure that plans are consistent with company objectives.
	
	
	
	
	
	

	
15.
	LEADERSHIP
Guides others to achieve goals, clearly demonstrates a capacity to effectively lead.  Effectively supports and promotes company policies and business plans.
	
	
	
	
	
	

	
16.
	ACCOMPLISHMENT OF OBJECTIVES
Establishes precise, measurable objectives and communicates these to employees.  Ensures utilization of resources.  Completes tasks on schedule and within cost guidelines.
	
	
	
	
	
	

	
17.
	DEVELOPS SUBORDINATES
Accurately assesses performance and gives feedback.  Trains, develops and motivates subordinate(s).
	
	
	
	
	
	

	
18.
	DELEGATION
Assigns duties, tasks and authority as appropriate.  Manages productivity of his/her employees.
	
	
	
	
	
	

	
19.
	INTRA-COMPANY RELATIONS
Establishes and maintains effective and productive intra-company cooperation.  A team builder.
	
	
	
	
	
	

	
20.
	AFFIRMATIVE ACTION COOPERATION
Familiar with regulations, sensitivity to needs.  Supports and meets objectives.
	
	
	
	
	
	


Part III – OVERALL EVALUATION
The following section must be completed for all employees.  Indicate a (() or an (X) in the box below that bests reflects the level of performance.  Comments related to your Overall Evaluation can be included in Part IV – NARRATIVE.

	EXCELLENT
	GOOD
	AVERAGE
	MARGINAL
	POOR

	
	
	
	
	


Part IV – NARRATIVE
Areas of significant change since last review.
	

	

	

	


Summarize the employee’s strengths/assets in this position.
	

	

	

	


Describe areas where improvement is needed.  Indicate developmental actions required by employee and/or supervisor or manager to be taken to improve performance.  These actions may include special assignments, training, employee self-development, etc.
	

	

	

	

	


Part V – GOALS
ACCOMPLISHMENTS TOWARD MEETING GOALS: (Previous Review)
What results were achieved by the employee on the major goals established during the last performance evaluation?
	1. Goal:
	

	
	
	Target Date:
	

	
	Results:
	

	
	

	2. Goal:
	

	
	
	Target Date:
	

	
	Results:
	

	
	

	3. Goal:
	

	
	
	Target Date:
	

	
	Results:
	

	
	


Use additional sheet if more space is required.
GOALS:   (Next Review Period)
	1.
	

	
	
	Target Date:
	

	2.
	

	
	
	Target Date:
	

	3.
	

	
	
	Target Date:
	


Use additional sheet if more space is required.
CAREER GOALS:  Discuss and indicate employee’s career goals.
	

	

	

	


Part VI – APPROVAL SIGNATURES
	
	
	
	
	

	Evaluator’s Signature
	
	Title
	
	Date

	
	
	
	
	

	Next Level Signature
	
	Title
	
	Date

	
	
	Executive Director
	
	

	Executive Director’s Signature
	
	Title
	
	Date


Part VII – EMPLOYEE COMMENTS
To insure that you have seen this evaluation, your signature is required.  However, your signature does not necessarily indicate your agreement with the supervisory comments.

I have received an explanation of this review and would like to make the following comments:

	

	

	

	


	
	
	
	

	
	Employee’s Signature
	
	Date








