COMPANY NAME


Performance Evaluation
Exempt Employees

Review Information
Employee Name ________________________________________     Title _______________________________
Supervisor Name _______________________________________     Department _________________________

Evaluation Period _______________________________________     Evaluation Date ______________________
Human Resources Approval_______________________________      Date _______________________________

Guidelines
The following scale is to be used:
NA = Not Applicable






1 = Unsatisfactory / Needs Work






2 = Marginal / Gets By






3 = Meets Requirements






4 = Exceeds Requirements






5 = Exceptional

Accountability Performance
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Meet the requirements of the position as defined in the job description
	
	
	
	
	

	Establish priorities to achieve the objectives set by the department and accomplish the necessary steps to achieve those objectives
	
	
	
	
	


Comments:

Knowledge of Position
	Demonstrates the knowledge and application of:
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Responsibilities and authority of position
	
	
	
	
	

	Function, details and technical aspects of work performed by subordinates
	
	
	
	
	

	Policies, procedures, and practices of the organization
	
	
	
	
	

	Improving methods or adding to knowledge
	
	
	
	
	


Comments:

Planning and Organization
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Schedule and coordinate flow of work
	
	
	
	
	

	Organize and utilize people, materials and/or equipment
	
	
	
	
	

	Organize and manage time; meet established deadlines
	
	
	
	
	


Comments:

Controlling and Delegating

(supervisory personnel only)
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Direct, review and evaluate work of subordinates
	
	
	
	
	

	Establish and maintain standards of performance
	
	
	
	
	

	Define and delegate authority to others
	
	
	
	
	

	Develop personnel to be more effective
	
	
	
	
	


Comments:

Decision Making
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Demonstrate the ability to evaluate and make proper decisions within a reasonable time frame
	
	
	
	
	

	Evaluate data, reach sound conclusions, make appropriate recommendations or take necessary action
	
	
	
	
	

	Recognize the significant from the less significant in reaching decisions
	
	
	
	
	


Comments:

Communication
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Understand and convey to staff and others pertinent information
	
	
	
	
	

	Facilitate and encourage the proper two-way flow of information
	
	
	
	
	

	Express ideas in a clear and concise manner
	
	
	
	
	


Comments:

Adaptability
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Demonstrate ability to work with various people or groups
	
	
	
	
	

	Show ability to learn new duties or change or assignment
	
	
	
	
	

	Adjust to change in work or conditions
	
	
	
	
	

	Accept constructive criticism, guidance and special assignments
	
	
	
	
	


Comments:

Human Relations
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Cooperation with and obtain cooperation from other departments
	
	
	
	
	

	Encourage and assist individuals through training
	
	
	
	
	

	Set a good example for others by own self discipline and behavior
	
	
	
	
	

	Understand and actively support the organization’s Affirmative Action Plan
	
	
	
	
	


Comments:

     Cost Control

(supervisory personnel only)
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Demonstrate and promote an awareness of the importance of the cost factor
	
	
	
	
	

	Guard against unwarranted increases in expenses
	
	
	
	
	

	Try to reduce expenses when and where practical
	
	
	
	
	

	Manage people, materials, equipment and contracts economically
	
	
	
	
	


Comments:

Self Development and Initiative
	Demonstrate the following:
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Assumes responsibility for job/career growth
	
	
	
	
	

	Self-starting and self-disciplined
	
	
	
	
	

	Anticipates potential problems/opportunities
	
	
	
	
	

	Does what needs to be done without being directed
	
	
	
	
	

	Seeks additional assignments when assigned tasks are completed
	
	
	
	
	


Comments:

Overall Performance
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Based upon the evaluation factors listed above, the overall performance rating for this employee is
	
	
	
	
	

	Strong points are:



	Development actions:



	Suggestions for improvement:



	Employee’s comments: (Cover reaction to the appraisal.  What help, advice or participation do you need?)




Verification of Review
By signing this form, you confirm that you have discussed this review in detail with your supervisor.  Signing this form does not necessarily indicate that you agree or disagree with this evaluation.  

I acknowledge receipt of review and have had an opportunity to discuss the review with my supervisor.  My signature does not necessarily indicate agreement with the review.

Employee Printed Name ________________________________________     Date _________________________

Employee Signature ___________________________________________________________________________


Supervisor Printed Name ________________________________________     Date ________________________  

Supervisor Signature __________________________________________________________________________

Human Resources _____________________________________________________________________________

1

