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EMPLOYEE PERFORMANCE EVALUATION 2021


[bookmark: _Hlk132369841]Sample Form
This is a sample form.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Performance Feedback Form

	EMPLOYEE NAME:
	

	JOB TITLE:
	

	EVALUATION PERIOD:
	

	DEPARTMENT:
	

	SUPERVISOR:
	

	SUPERVISOR TITLE:
	

	DATE OF EVALUATION:
	






INSTRUCTIONS
1. This evaluation form is to be used for all employees.
2. The evaluation sections outline broad elements of employee performance to provide an agenda for discussing expectations, development and goals.
3. Each element refers to a different type of applied skill or behavior displayed during the process of carrying out job responsibilities. 
4. Following the description of each element, employees will self-rate themselves on their performance from the prior year.
5. Use the “Comments” sections to provide SPECIFIC and FACTUAL examples to support your ratings.
6. The employee ratings are based upon overall performance during the entire current review period.
7. The employee and supervisor will complete the evaluations separately. The supervisor should not review the employee’s ratings until they’ve completed their own.
8. Once the form is completed by both the employee and the supervisor, the supervisor will review it with the employee.
9. After completing the evaluation meeting, send the finalized evaluation to [XXX].
10. The [XXX] will review all evaluations prior to filing.

RATINGS
NOT MEETING EXPECTATIONS (NM) – Performance is inconsistent and steps to improve in targeted areas are needed.  

PROGRESSING (P) – Improving (based on recent coaching) or learning/new to the role.  Individual is making sustained improvement.  

ACHIEVES EXPECTATIONS (A) – Overall performance results met the standards established for the objectives.  The composite standards for quality, quantity, timeliness, etc., were virtually always achieved.

EXCEEDS EXPECTATIONS (E) – Overall performance results exceeded the standards established for the objectives.  The standards for quality, quantity, timeliness, etc., were consistently and significantly exceeded.  

NOT APPLICABLE (NA) – This performance factor does not apply to this individual.



PERFORMANCE INDICATOR RATINGS KEY
	NM
	Not Meeting Expectations

	P
	Progressing

	A
	Achieves Expectations

	E
	Exceeds Expectations

	NA
	Not applicable to this employee or at this time




GOALS PERFORMANCE

	PERFORMANCE FACTORS
	PERFORMANCE RATING
	COMMENTS
(NOTE: All “NM” and “P” ratings require specific examples included in 
the comments section.)

	
	NM
	P
	A
	E
	

	Goal 1:  

	
	
	
	
	

	Goal 2:  

	
	
	
	
	

	Goal 3:

	
	
	
	
	

	Goal 4:

	
	
	
	
	

	

	
	
	
	
	

	


	
	
	
	
	


ADDITIONAL KEY ACCOMPLISHMENTS OVER THE PAST YEAR
	EMPLOYEE
	SUPERVISOR

	



	

	



	

	


	








PERFORMANCE INDICATOR RATINGS KEY
	NM
	Not Meeting Expectations

	P
	Progressing

	A
	Achieves Expectations

	E
	Exceeds Expectations

	NA
	Not applicable to this employee or at this time




JOB KNOWLEDGE	
	
	Employee Rating
	Supervisor Rating

	1. Is proficient in the methods, techniques and skills required to perform their work.
	
	

	2. Keeps informed on current developments and trends.
	
	

	3. Understands duties and performs within the scope of assigned responsibility and authority.
	
	

	4. Follows relevant department policies and practices.
	
	

	5. Uses technology to improve quality, service and productivity.
	
	

	6. Willing to learn new skills, expand knowledge and seek personal development.
	
	

	7. Is knowledgeable of organization’s different services and offerings; promotes and provides referrals as appropriate or needed.
	
	

	Overall Rating – Job Knowledge (NM, P, A, E, NA)

	
	



	Employee Comments and/or examples:



	Supervisor Comments and/or examples:






JUDGMENT AND DECISION-MAKING SKILLS	
	
	Employee Rating
	Supervisor Rating

	1. Makes decisions that produce desired results by exploring and evaluating all factors, circumstances and events that may affect the decision; considers long-range as well as short-range implications.
	
	

	2. Accepts responsibility for decisions.
	
	

	3. Exercises initiative to plan, organize and manage workflow.
	
	

	4. Demonstrates creativity and resourcefulness in developing better ways to accomplish assignments.
	
	

	Overall Rating – Judgment and Decision-Making Skills (NM, P, A, E, NA)

	
	



	Employee Comments and/or examples:



	Supervisor Comments and/or examples:







QUALITY AND QUANTITY OF WORK	
	
	Employee Rating
	Supervisor Rating

	1. Completes work that is thorough and accurate.
	
	

	2. Anticipates information/resources required to assure timely accomplishment of work.
	
	

	3. Is productive and completes work on a timely basis.
	
	

	4. Manages their time effectively.
	
	

	5. Clearly and logically expresses ideas, concepts, and information in both written and oral communication.
	
	

	6. Responds to member and staff inquires in a timely manner.
	
	

	7. Provides thorough and accurate guidance to customers, taking the time to ask questions, research, etc. before responding.
	
	

	8. Acts in a positive manner to support and promote organization goals and objectives.
	
	

	9. Enters customer interactions in CRM as completed. Includes billings, phone calls, emails, completion of projects, meetings, etc.
	
	

	Overall Rating – Quality and Quantity of Work (NM, P, A, E, NA)

	
	



	Employee Comments and/or examples:



	Supervisor Comments and/or examples:







RELATIONSHIP WITH OTHERS	
	
	Employee Rating
	Supervisor Rating

	1. Provides helpful and positive guidance and support to others as needed or requested.
	
	

	2. Contributes effectively as a team member, collaborates with others to solve problems.
	
	

	3. Maintains a free flow of communication in which relevant information is shared with others including peers and supervisor.
	
	

	4. Responds positively to feedback, recommendations and considers the ideas and perspectives of others.
	
	

	5. Demonstrates a commitment to diversity, equity and inclusion.
	
	

	6. Develops respectful and positive relationships with staff and customers.
	
	

	Overall Rating – Relationship with Others (NM, P, A, E, NA)

	
	



	Employee Comments and/or examples:



	Supervisor Comments and/or examples:





As your supervisor, please tell me how I can better support you in your role at the Organization
	





PERFORMANCE INDICATORS FOR SUPERVISORY POSITIONS

(Complete only if individual routinely supervises others.)

MANAGERIAL AND SUPERVISORY FUNCTIONS	
	
	Employee Rating
	Supervisor Rating

	1. Successfully plans and implements policies and procedures as applicable to specific department needs and functions.
	
	

	2. Delegates responsibilities to staff as appropriate and needed.
	
	

	3. Sees that staff’s work is effectively carried out and is aware of their status.
	
	

	4. Is flexible, adaptable, and able to balance multiple, competing interests.
	
	

	5. Coaches, trains, and counsels employees to encourage self-development and to maximize performance.
	
	

	6. Deals effectively with employee problems and grievances.
	
	

	7. Adjusts leadership style to meet the needs of different individuals and teams.
	
	

	8. Promotes an atmosphere in which individuals feel valued and appreciated for their contributions.
	
	

	9. Promotes collaboration and removes obstacles to teamwork.
	
	

	10. Builds a strong team whose members have complementary strengths.
	
	

	11. Actively encourages others to share different perspectives and opinions.
	
	

	12. Offers meaningful feedback in an effective and supportive manner.
	
	

	Overall Rating – Managerial and Supervisory Functions (NM, P, A, E, NA)

	
	



	Employee Comments and/or examples:



	Supervisor Comments and/or examples:



FISCAL AND RESOURCE MANAGEMENT	
	
	Employee Rating
	Supervisor Rating

	1. Ensures appropriate control over allocation of resources.
	
	

	2. Effectively plans and develops department budget.
	
	

	3. Actively monitors revenue and expenses and takes appropriate and effective measures to adjust to meet budget requirements.
	
	

	Overall Rating – Development of Subordinates (NM, P, A, E, NA)

	
	



	Employee Comments and/or examples:



	Supervisor Comments and/or examples:









ADDITIONAL COMMENTS:
Explanation of Performance 
Overall description of how well position functions were performed: 
	



Developmental Recommendations
What education, personal improvement, or additional work experience would increase employee’s potential for advancement and/or improve performance in the current position?  This section includes an explanation of corrective action to be taken for those employees who did not meet expectations.
	




Evaluated By:			______________________    	___________	
		            Title	               Date

TO BE COMPLETED BY EMPLOYEE:
I have reviewed the Performance Evaluation and discussed the above Guidelines with my Supervisor.

__________________________________________		________________________
Signature of Employee		Date
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