COMPANY NAME


Performance Appraisal
Non-Exempt Positions
Employee Name ________________________________________    Title __________________________________

Supervisor Name _______________________________________     Department ____________________________

Evaluation Period _______________________________________    Evaluation Date _________________________

Human Resources Approval_______________________________    Date __________________________________

	PART I- PERSONAL SKILLS

	The following personal skills are important in achieving satisfactory performance levels identified in Parts I and II.  Provide written comments in the remarks section and circle the appropriate performance level.

RATING
1 Exceeds all requirements
2 Exceeds many requirements
3 Meets normal requirements
4 Improvement is needed to met normal requirements

5 Fails to meet requirements



	1.  JOB KNOWLEDGE:  Knowledge of job and related work.
     Remarks:

	1   2   3   4   5

	2.  WORK ETHIC: The quality and quantity of work produced.
     Remarks:


	1   2   3   4   5

	3.  INITIATIVE: Ability to originate / develop / implement constructive ideas and solutions to 

     problems.

     Remarks:


	1   2   3   4   5

	4.  DEPENDABILITY: To what extent can the employee be counted on to fulfill responsibilities?

     Remarks:

	1   2   3   4   5

	5.  JUDGMENT / DECISION-MAKING: The ability to analyze situations and arrive at logical,

     practical decisions.

     Remarks:


	1   2   3   4   5

	6.  COMMUNICATION SKILLS: To what extent can the employee express himself/herself orally

     and in writing?

     Remarks:


	1   2   3   4   5

	7.  TEAMWORK: To what extent does the employee cooperate with other members of the

     organization?

     Remarks:


	1   2   3   4   5

	8.  LOYALTY / DEDICATION: To what extent does the employee demonstrate loyalty to the 

     Company and dedication to doing the best work?

     Remarks:


	1   2   3   4   5

	9.  CONDUCT: Courtesy, ethical behavior and customer service oriented.

     Remarks:


	1   2   3   4   5

	10.  PROFESSIONALISM: Conducts him/herself in a professional manner physically and when

      interacting with others.

      Remarks:


	1   2   3   4   5

	PART II- DETERMINING THE OVERALL EVALUATION

	1.  Add the total of the performance level for each criterion in Parts I and II.
2.  Divide the total value obtained by twenty (20) to determine the overall evaluation.

3.  Indicate the overall evaluation score by circling, or inserting and circling, the overall evaluation score on the range

     provided.

	PERFORMANCE LEVEL
	RANGE

	Employee’s performance exceeds al requirements.
	1.00 – 1.80

	Employee’s performance regularly exceeds many requirements.
	1.80 – 2.60

	Employee’s performance meets normal requirements on a sustained basis.
	2.60 – 3.40

	Employee’s performance reflects that there is a need for improvement on a sustained basis.
	3.40 – 4.20

	Employee’s performance fails to meet requirements.
	4.20 – 5.00

	SUPERVISOR’S COMMENTS CONCERNING THE OVERALL EVALUATION:

	

	

	

	PART III- SUMMARY OF SKILL STRENGTHS AND DEVELOPMENTAL OPPORTUNIIES

	

	

	

	

	

	

	

	

	

	Evaluated by (Supervisor):
	Date:

	Human Resources:
	Date:

	PART III- TO THE EMPLOYEE

	Employee’s Comments:

	

	

	

	

	

	

	

	

	

	I have had an opportunity to review and discuss this performance appraisal with my supervisor.  My signature does not indicate that I agree with the evaluation.

	Employee Signature:
	Date:


