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	EMPLOYEE PERFORMANCE EVALUATION FORM 
UNITED PLANNING ORGANIZATION
	



	NAME (Last, First Middle Initial)

	POSITION/TITLE/GRADE


	OFFICE/DIVISION/BRANCH

	From (EVALUATION PERIOD) To


	DATE OF HIRE

	DATE ASSIGNED TO CURRENT POSITION

	DATE OF LAST EVALUATION

	RATING SUPERVISOR



	EMPLOYEE STATUS (Please x one)

	[bookmark: Check1]|_| Professional
	[bookmark: Check2]|_| Para-professional
	[bookmark: Check3]|_| Clerical
	[bookmark: Check4]|_| Other


RATING INSTRUCTIONS:
Enter the numeric code which most accurately describes the employee’s performance.  All regular employees are to be rated on Factors 1-9. In addition, all supervisory employees would also be rated on Factors 10-12. PLEASE PROVIDE A BRIEF JUSTIFICATION FOR RATING.

NUMERIC CODE LEVELS:
	5
	Exceeds Expectations
	Performance in this area was sustained at a level far superior to those achieved by others

	4
	Above Average
	Consistently exceeded the required level of competence by a wide margin

	3
	Average
	Regularly performed at the required level of competence

	2
	Marginal
	Demonstrated border-line performance with potential for marked improvement

	1
	Unsatisfactory
	Performed below standard; attempts at improvement have failed

	N/A
	Non-Applicable
	Lacked opportunity on the job to demonstrate ability in this area



	
GENERAL EVALUATION FACTORS

	
CODE LEVEL
	
NARRATIVE COMMENTS


	1
	PRODUCTIVITY: Does individual produce an acceptable amount of work?    Consider how person effectively uses available working time, plans and prioritizes work, sets and accomplishes goals and completes assignments on schedule
	
	

	2
	QUALITY OF WORK - Consider the accuracy, neatness, completeness, thoroughness, and presentability of employee’s work product.
	
	

	3
	KNOWLEDGE OF JOB: Is individual familiar with duties and requirements of position as well as methods, practices, and equipment to do the job?  Consider if person maintains current knowledge about changes in policy and procedure, keeps abreast of new developments and major issues in field. 
	
	

	4
	ADAPTABILITY: How does individual adjust to changes? Consider ability to learn quickly, to adapt to changes in job or new assignments, methods, personnel, or surroundings.
	
	

	5
	DEPENDABILITY: How reliable is individual in performing work assignments and carrying out instructions? Consider degree of supervision required and willingness to take on responsibilities and to be accountable for them.
	
	

	6
	INITIATIVE AND RESOURCEFULNESS: Does individual see things to be done   and then take action? Consider ability to contribute, develop and/or carry out new ideas or methods. Consider ability to be self-starter, to offer suggestions, to anticipate needs and to seek additional task as time permits.
	
	

	
GENERAL EVALUATION FACTORS

	CODE LEVEL
	NARRATIVE COMMENTS


	7
	JUDGMENT: Does individual exercise ability to decide correct or choose best course of action when some decision must be made? Consider ability to evaluate facts and make sound decisions, and use of reasoning to identify, solve and prevent problems. Works in a safe manner, preventing accidents, injuries and theft.
	
	

	8
	RELATIONSHIPS WITH PEOPLE: Does individual work effectively with others (supervisors, peers, subordinates)? Consider respect and courtesy shown to others, how attitude affects the work area, willingness to accept supervision, and attitude exhibited toward the organization and co-workers as well as own job. Are manners and sociability appropriate to the job responsibilities?
	
	

	9
	ATTENDANCE AND PUNCTUALITY: How faithful is individual in reporting to work and staying on the job? Consider arrival times; observe notice of absence, breaks and lunches. Consider prior approval for vacation.
	
	

	SUPERVISORY EVALUATION FACTORS


	10
	PERSONNEL MANAGEMENT: Consider the ability to select, orient, train, supervise, motivate, and develop assigned staff.
	[bookmark: Text23]     
	[bookmark: Text24]     

	11
	CONTROL: Consider the ability to ensure progress toward objectives, develop performance standards, establish systems, measure results and take corrective action.
	[bookmark: Text25]     
	[bookmark: Text26]     

	12
	LEADERSHIP: consider the effectiveness in implementing policies, procedures, and techniques, delegating authority and responsibility, decision-making, and improving program productivity.

	[bookmark: Text27]     
	[bookmark: Text28]     

	
OVERALL PEFORMANCE RATING

	Overall rating is to be computed by dividing the sum of the numeric codes awarded by the number of factors rated.  Based on the above performance evaluation, the employee has been rated ( please x one):

	[bookmark: Check5]|_| Outstanding
	[bookmark: Check6]|_| Above Average
	|_| Average
	|_| Marginal
	|_| Unsatisfactory

	NOTE: A memorandum of justification must be attached for an overall rating of Outstanding or Unsatisfactory

	

	[bookmark: Text42]RATER’S SIGNATURE:     
	[bookmark: Text29]DATE:     

	
	

	NOTICE TO EMPLOYEE:
	Your signature indicates that this evaluation has been discussed with you by the rating supervisor

	EMPLOYEE’S COMMENTS:
	[bookmark: Text32]DATE:     

	[bookmark: Text30]     

	[bookmark: Text31]     

	EMPLOYEE’S SIGNATURE
[bookmark: Text47]     
	[bookmark: Text33]DATE     

	MANAGER OR BRANCH CHIEF
[bookmark: Text46]     
	[bookmark: Text34]DATE     

	DIVISION HEAD
[bookmark: Text45]     
	[bookmark: Text35]DATE     

	OFFICE DIRECTOR
[bookmark: Text44]     
	[bookmark: Text36]DATE     

	VP, HUMAN RESOURCES

	[bookmark: Text37]DATE     
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