COMPANY NAME

Performance Evaluation

Managerial Positions
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

Job Skills and Knowledge
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Demonstrates knowledge and understanding of job duties, equipment and appropriate work methods
	
	
	
	
	

	Applied knowledge and skills to produce quality work
	
	
	
	
	

	Completes assignments in a thorough and accurate manner
	
	
	
	
	

	Uses sound judgment when necessary to reassess projects and/or situations
	
	
	
	
	

	Able to perform a wide variety of job-related tasks
	
	
	
	
	

	Integrates new subject matter into existing operations
	
	
	
	
	


Comments:

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

4
	Exceptional

5

	Performs responsibilities as specified in the job description
	
	
	
	
	

	Performs tasks thoroughly and on time; works within departmental guidelines
	
	
	
	
	

	The degree to which the employee and his/her unit/department produce work that is accurate and purposeful
	
	
	
	
	

	Make sound recommendations and decisions
	
	
	
	
	

	Employee and his/her unit/department completes assigned tasks in designated time periods
	
	
	
	
	


Comments:

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

4
	Exceptional

5

	Maintains courtesy and diplomacy with internal customers and external contacts
	
	
	
	
	

	Makes self available to respond to customer needs
	
	
	
	
	

	Prevents unnecessary delays for customers
	
	
	
	
	

	When necessary, communicates policies to the customer effectively and accurately
	
	
	
	
	

	Listens effectively
	
	
	
	
	


Comments:

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

4
	Exceptional

5

	Demonstrates ability to clearly isolate and define problem areas
	
	
	
	
	

	Participates constructively in group problem solving
	
	
	
	
	

	Considers alternative and consequences before making decisions
	
	
	
	
	

	Presents problems, but offers solutions
	
	
	
	
	

	Finds innovative and improved ways of doing things and/or generates new ideas
	
	
	
	
	

	Utilizes job knowledge and sound reasoning to analyze situations, resolve problems, & reach decisions
	
	
	
	
	


Comments:

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

4
	Exceptional

5

	Willing to assume new and challenging assignments
	
	
	
	
	

	Expends the effort and time necessary to do the job well
	
	
	
	
	

	Routinely shows an interest in improving his/her knowledge and skill level
	
	
	
	
	

	Able to work independently or within a group
	
	
	
	
	

	Offers suggestions to solve problems or improve operations
	
	
	
	
	

	Routinely cleans, maintains and repairs his/her equipment and work area
	
	
	
	
	


Comments:

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

4
	Exceptional

5

	Promotes team work & cooperation
	
	
	
	
	

	Trains, coaches, and develops employees
	
	
	
	
	

	Delegates responsibility & authority
	
	
	
	
	

	Establishes annual goals for the department
	
	
	
	
	

	Focuses on achieving results in an effective and timely manner
	
	
	
	
	

	Communicates and executes company policies
	
	
	
	
	

	Clearly defines responsibilities and authority limits to employees
	
	
	
	
	

	Recognizes individual capabilities and assigns work accordingly
	
	
	
	
	

	Focuses on performance rather than personality in relating to others
	
	
	
	
	


Comments:

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

4
	Exceptional

5

	Fosters and encourages support from his/her unit/department and/or others to accomplish objectives, follow procedures and accept suggestions
	
	
	
	
	

	Inspires confidence and respect in departmental personnel
	
	
	
	
	

	Motivates employees to achieve departmental and business goals and objectives
	
	
	
	
	

	Promotes respect, honesty, integrity and fairness to all
	
	
	
	
	


Comments:

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

4
	Exceptional

5

	Adheres to priorities and deadlines; completes work within scheduled time frames
	
	
	
	
	

	Follows through on assignments despite setbacks
	
	
	
	
	

	Employee plans and schedules work for him/herself or his/her department to ensure company objectives and goals are met
	
	
	
	
	

	Follows established schedules for work objectives for his/her areas of responsibility
	
	
	
	
	

	Eliminates unnecessary duplication
	
	
	
	
	

	Shows a consistently low level of errors
	
	
	
	
	

	Produces neat, accurate, thorough and organized work
	
	
	
	
	

	Demonstrates flexibility in responding to organizational change
	
	
	
	
	


Comments:

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

4
	Exceptional

5

	Accurately forecasts and maintains budgetary projections
	
	
	
	
	

	Controls operating costs by effectively utilizing staff, materials, and equipment
	
	
	
	
	

	Carefully monitors expenditures
	
	
	
	
	

	Contributes to budgetary planning by providing comprehensive justification for budgetary requests
	
	
	
	
	

	Meets established time frames for submitting budget requests within his/her department
	
	
	
	
	

	Controls capital costs by effectively utilizing staff, materials, and equipment
	
	
	
	
	


Comments:

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

4
	Exceptional

5

	Employee is prompt in addressing disciplinary problems
	
	
	
	
	

	Handles disciplinary measures in an appropriate manner
	
	
	
	
	

	Equitably reacts and applies disciplinary measures to his/her employees
	
	
	
	
	


Comments:

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

4
	Exceptional

5

	Reports to work as scheduled
	
	
	
	
	

	Follows call-in and approval procedures for time off
	
	
	
	
	

	Requests and uses leave appropriately
	
	
	
	
	


Comments:

Interaction with Others
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Expresses ideas and information accurately and understandably in both oral and written form
	
	
	
	
	

	Interacts and cooperates with others to ensure the company’s objectives and goals are met
	
	
	
	
	

	Resolves conflict effectively
	
	
	
	
	

	Shows interest in the job and in the company
	
	
	
	
	

	Promotes departmental teamwork and interdepartmental teamwork
	
	
	
	
	

	Has a positive attitude towards his or her work
	
	
	
	
	


Comments:

Interaction with Supervisor
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Accepts supervision with a positive and appropriate attitude
	
	
	
	
	

	Receives constructive criticism well
	
	
	
	
	

	Communicates effectively with supervisor
	
	
	
	
	

	If confused, clarifies policies and work assignments
	
	
	
	
	

	Executes direction and plans from supervisor
	
	
	
	
	


Comments:

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

4
	Exceptional

5

	Promotes and actively participates in OD process
	
	
	
	
	

	Solicits ideas from other departments when appropriate
	
	
	
	
	

	Contributes to departmental and interdepartmental teamwork
	
	
	
	
	

	Supports company objectives and mission statement
	
	
	
	
	


Comments:

Safety and Health
	
	Unsatisfactory/ Needs Work
1
	Marginal/ Gets By
2
	Meets Requirements
3
	Exceeds Requirements

4
	Exceptional

5

	Actively participates in and supports the safety and health program
	
	
	
	
	

	Enforces all safety and health rules, regulations and procedures
	
	
	
	
	

	Participates in and provides employees with training, demonstrations and literature on safety practices, procedures and programs
	
	
	
	
	

	Keeps abreast of accident and injury trends occurring within the department(s) and takes proper corrective action to reverse these trends
	
	
	
	
	

	Investigates all accidents, with safety coordinator, occurring within the department(s)
	
	
	
	
	


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 _____________________________________________________________________________
