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	PERFORMANCE REVIEW

Non-Supervisory Positions
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	Employee Name:
	
	Date:
	

	Job Title:
	
	Review Period:
	

	Department:
	
	Select One:
	
	6 Month

	Date of Hire:
	
	
	
	One Year

	Eval Completed By:
	
	
	
	Follow-Up


Supervisors shall complete the performance evaluation on or before the employee's anniversary date.  Supervisor shall conduct and present the evaluation form to the employee.  Performance evaluations should reflect the current duties and responsibilities for the review period.  This evaluation is intended to facilitate communication between supervisors and employees regarding expectations of job performance. Complete the rating section, comment section, areas for improvement, obtain all signatures, and forward to Human Resources.
	JOB KNOWLEDGE.  Knowledge of techniques, skills, processes, equipment, procedures, and material as well as quantity of work.

	Lacks knowledge to perform job properly.  Extremely low output, not acceptable.
	1

	Limited knowledge of job, further training required, frequently requires assistance or instruction.  Frequent errors, work requires checking and re-doing.
	2

	Satisfactory job knowledge understands and performs most phases of job well, occasionally requires assistance or instruction.  Handles a satisfactory volume of work, occasionally does more than is required.
	3

	Very well informed, seldom requires assistance and instruction.  Produces more than most, above average.
	4

	Expert in the job has thorough grasp of all phases of job.  High volume producer always does more than expected or required.
	5

	Score Given:
	


	Comments:
	

	Areas for Improvement and/or Goal(s)
	


	QUALITY OF WORK.  Accuracy, neatness, thoroughness, skills, process, equipment, procedures, and materials.

	Excessive errors and mistakes, very poor quality.
	1

	Room for improvement, frequent errors, work requires checking and re-doing.
	2

	Quality very satisfactory, usually produces error free work, meets deadline.
	3

	Quality above average with very few errors and mistakes.
	4

	Highest quality possible, final job virtually perfect.
	5

	Score Given:
	


	Comments:
	

	Areas for Improvement and/or Goal(s)
	


	INITIATIVE & PRODUCTIVITY.  The ability to plan work and to go ahead with a task without being told every detail and the ability to make constructive suggestions.

	Lacks initiative, less than satisfactory performance.
	1

	Does not proceed on own, waits for direction, routine worker.
	2

	Very good performance shows initiative in completing tasks.
	3

	A self starter, proceeds on own, with little or no direction, progressive, makes some suggestions for improvement.
	4

	Displays unusual drive and perseverance anticipates needed actions, frequently suggests better ways of doing things.
	5

	Score Given:
	


	Comments:
	

	Areas for Improvement and/or Goal(s)
	


	ATTENDANCE.  Has the faithfulness of coming to work daily and conform to work hours.

	Often absent without sufficient reason and/or frequently reports to work late or leaves early.
	1

	Lax in attendance and/or reporting on time, improvement needed to meet required standards.
	2

	Usually present on time, normally pre-planned absences.
	3

	Very prompt and regular in attendance, above average, pre-planned absences.
	4

	Always regular and prompt, perfect attendance, absent only in rare emergency.  Complies with procedures for requesting time off.
	5

	Score Given:
	


	Comments:
	

	Areas for Improvement and/or Goal(s)
	


	TEAMWORK/COOPERATION.  Willingness to work harmoniously with others in getting a job done.  Readiness to respond positively to instructions and procedures.

	Negative and hard to get along with.
	1

	Indifferent, makes little effort to cooperate or is disruptive to the overall group or department.
	2

	Cooperative gets along well with others.
	3

	Goes out of the way to cooperate and get along.

	4

	Extremely cooperative stimulates teamwork and good attitude in others.
	5

	Score Given:
	


	Comments:
	

	Areas for Improvement and/or Goal(s)
	


	SAFETY.  Is the awareness and compliance of safety rules and regulations?

	Has had work related safety incidents and/or write-ups, needs to improve on working in a safe manner.
	1

	Needs reminding to follow safety procedures but generally follows safety guidelines.
	2

	Performs duties in a safe manner.
	3

	Performs duties in a safe manner while promoting and encouraging a safe work environment.
	4

	Assists with facilitating safety meetings, encourages a safe work environment.
	5

	Score Given:
	


	Comments:
	

	Areas for Improvement and/or Goal(s)
	


	COMMUNICATION.  Ability to communicate to co-workers and others, (both written and oral communication skills).

	Requires constant guidance on communication skills, written and verbal.
	1

	Some guidance is needed, frequent mistakes in reports or correspondence.
	2

	Good communication skills.  Reports and correspondence are done with few errors.
	3

	Communication skills are very good.  Report and correspondences are done with accuracy.
	4

	Written and oral communication skills are exceptional.
	5

	Score Given:
	


	Comments:
	

	Areas for Improvement and/or Goal(s)
	


	RELIABILITY.  The degree of confidence that the employee's responsibilities are carried out satisfactorily.

	Unusually unreliable, does not accept responsibility, gives up easily.
	1

	Sometimes unreliable, will avoid responsibility, satisfied to do the bare minimum.
	2

	Usually gets the job done on time, works well under pressure.
	3

	Very reliable, above average, usually persists in spite of difficulties.
	4

	Highly persistent, always gets the job done on time.
	5

	Score Given:
	


	Comments:
	

	Areas for Improvement and/or Goal(s)
	


OVERALL RATING
	
	Job Knowledge
	Quality of Work
	Initiative & Productivity
	Attendance
	Teamwork/

Cooperation
	Safety
	Communication
	Reliability
	TOTAL

	Enter Score

from Above
	0
	0
	0
	0
	0
	0
	0
	0
	0


RATING SCALE
	Excellent

5
	Good

4
	Satisfactory

3
	Needs Improvement

2
	Unacceptable

1

	40-35
	34-30
	29-24
	23-16
	15-8

	Recommended Increase based on above rating, provided there are no budgetary constraints.
	%


RATING SCALE
1. UNACCEPTABLE:  Performance is deficient in important requirements of the position.  Normally, this level of performance indicates that the employee should not remain on the job unless improvements are made quickly.
2. NEEDS IMPROVEMENT:  Performs basic job duties most of the time.  Improvement or consistency needed in two or more areas.
3. SATISFACTORY:  Performance consistently meets standards set for the position.  Overall performance is satisfactory.  This should be the expected level of performance.
4. GOOD:  Performance consistently exceeds standards set for the position.  Some elements of job performance are exceptional.  Few improvements are possible.
5. EXCELLENT:  Overall performance is exceptional in ALL respects.  Quality and quantity of work are far above normal expectations.  This employee consistently does more than required and performs at a level far above most employees.
EMPLOYEE COMMENTS
 If you are submitting an objection, please attach additional sheets to this performance evaluation.
	


	
	
	

	Evaluation Completed By
	
	Date

	
	
	

	Employee Signature
	
	Date

	
	
	

	Supervisor Signature
	
	Date

	
	
	

	Department Head Signature
	
	Date

	
	
	

	City Manager Signature
	
	Date
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