EMPLOYEE PERFORMANCE EVALUATION
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	NAME
	

	POSITION
	

	DEPARTMENT/CONTRACT
	

	DIVISION
	     

	EVALUATION PERIOD
	


PART I

Instructions: Consider the following columns as a scale—the extreme right as distinguished, the extreme left as needing improvement. Check the box next to the rating that describes the employee’s performance in each category during the evaluation period. Use the space provided for comments regarding the rating. If a category does not apply, please write “not applicable” in the comments section.

	Quality of Work – Evaluate the quality of work in general. Is the work accurate and does it meet deadlines? Does the quality of work demonstrate good insight, thoughtfulness, judgment, and timeliness?

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Quality of work is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Quality of work usually meets acceptable performance standards.  
	 FORMCHECKBOX 

	Quality of work meets and often surpasses acceptable performance standards. 
	 FORMCHECKBOX 

	Quality of work meets and consistently surpasses acceptable performance standards.  

	Comments: 


	Quantity of Work – Consider the volume of work regularly produced relative to comparable positions within the department or the association. Consider the speed and consistency of the output.

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Quantity of work is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Quantity of work usually meets acceptable performance standards.  
	 FORMCHECKBOX 

	Quantity of work meets and often surpasses acceptable performance standards.
	 FORMCHECKBOX 

	Quantity of work meets and consistently surpasses acceptable performance standards.  

	Comments: 


	Effectiveness – Consider the effectiveness in meeting the established goals and objectives during this appraisal period. Have the goals from the previous appraisal been achieved?

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Level of effectiveness is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Level of effectiveness usually meets acceptable performance standards.  
	 FORMCHECKBOX 

	Level of effectiveness meets and often surpasses acceptable performance standards.
	 FORMCHECKBOX 

	Level of effectiveness meets and consistently surpasses acceptable performance standards.  

	Comments: 


	Effort – Consider the degree to which the employee attempts to be a top employee without regard to how effective the attempt is. Consider conscientiousness, motivation, and initiative.

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Degree of effort is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Degree of effort usually meets acceptable performance standards.  
	 FORMCHECKBOX 

	Degree of effort meets and often surpasses acceptable performance standards.
	 FORMCHECKBOX 

	Degree of effort meets and consistently surpasses acceptable performance standards.

	Comments: 


	Communication – Evaluate the ability to effectively and clearly present information and the ability to persuade or influence others through written or oral communication.

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Communications are below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Communications usually meet acceptable performance standards.  
	 FORMCHECKBOX 

	Communications meet and often surpass acceptable performance standards.
	 FORMCHECKBOX 

	Communications meet and consistently surpass acceptable performance standards.

	Comments: 


	Job Knowledge – Consider the specific knowledge and the background knowledge required for this position. Is the employee able to demonstrate and apply this knowledge to meet job requirements?

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Job knowledge is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Job knowledge usually meets acceptable performance standards.  
	 FORMCHECKBOX 

	Job knowledge meets and often surpasses acceptable performance standards.
	 FORMCHECKBOX 

	Job knowledge meets and consistently surpasses acceptable performance standards.

	Comments: 


	Project Leadership – Consider judgement, decisiveness, and effectiveness in leading. Does the employee have the ability to take charge, direct, and coordinate the activities of others, or assume leadership responsibility when appropriate? 

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Project leadership is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Project leadership usually meets acceptable performance standards.  
	 FORMCHECKBOX 

	Project leadership meets and often surpasses acceptable performance standards.
	 FORMCHECKBOX 

	Project leadership meets and consistently surpasses acceptable performance standards.

	Comments: 


	Supervision – Consider the ability to direct, motivate, evaluate, and train. Has the employee gained the respect and confidence of subordinates? Has the employee demonstrated an ability to assign tasks that meet the skill levels of subordinates? 

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Supervision of subordinates is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Supervision of subordinates usually meets acceptable performance standards.  
	 FORMCHECKBOX 

	Supervision of subordinates meets and often surpasses acceptable performance standards.
	 FORMCHECKBOX 

	Supervision of subordinates meets and consistently surpasses acceptable performance standards.

	Comments: 


	Planning – Consider the ability to forecast trends and problem areas associated with assignments.

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Planning is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Planning usually meets acceptable performance standards.  
	 FORMCHECKBOX 

	Planning meets and often surpasses acceptable performance standards.
	 FORMCHECKBOX 

	Planning meets and consistently surpasses acceptable performance standards.

	Comments: 


	Organizing – Consider the ability to structure tasks, plans, and objectives to establish priorities and goals. Are the priorities well-organized, assuring that high-priority items are completed on or ahead of schedule?

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Organization is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Organization usually meets acceptable performance standards.  
	 FORMCHECKBOX 

	Organization meets and often surpasses acceptable performance standards.
	 FORMCHECKBOX 

	Organization meets and consistently surpasses acceptable performance standards.

	Comments: 


	Customer Contacts – Consider the employee’s ability in dealing with BETAH’s customers. Are solutions to customer questions and issues actively sought?

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Contacts with customers are below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Contacts with customers usually meet acceptable performance standards.  
	 FORMCHECKBOX 

	Contacts with customers meet and often surpass acceptable performance standards.
	 FORMCHECKBOX 

	Contacts with customers meet and consistently surpass acceptable performance standards.

	Comments:      


	Company Knowledge – Consider the employee’s knowledge of BETAH. Is the employee conversant with the current challenges, problems, and issues of the Corporation?

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Company knowledge is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Company knowledge usually meets acceptable performance standards.  
	 FORMCHECKBOX 

	Company knowledge meets and often surpasses acceptable performance standards.
	 FORMCHECKBOX 

	Company knowledge meets and consistently surpasses acceptable performance standards.

	Comments: 


	Internal Corporate Knowledge – Consider the employee’s knowledge of how work is performed within BETAH. Does the employee have familiarity with the programs and services of the Company and who on the staff is responsible for those services? Does the employee make an effort to know how to get things done within the Company?

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Internal knowledge is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Internal knowledge usually meets acceptable performance standards.  
	 FORMCHECKBOX 

	Internal knowledge meets and often surpasses acceptable performance standards.
	 FORMCHECKBOX 

	Internal knowledge meets and consistently surpasses acceptable performance standards

	Comments: 


	Interpersonal Relations – Consider the employee’s ability to communicate (written and oral) to get along with others. Is the employee sensitive to the needs of others? Does the employee deal effectively with others, regardless of their level or status? Does the employee work towards collaborative solutions to problems and challenges?

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Interpersonal relations are below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Interpersonal relations usually meet acceptable performance standards.  
	 FORMCHECKBOX 

	Interpersonal relations meet and often surpass acceptable performance standards.
	 FORMCHECKBOX 

	Interpersonal relations meet and consistently surpass acceptable performance standards.

	Comments: 


	Customer Service – Consider the employee’s effectiveness in achieving the Company’s customer service objectives by providing accurate information to both internal and external customers. Does the employee follow up in a timely manner? Does the employee demonstrate an ability to anticipate the customer’s needs?

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Customer service is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Customer service usually meets acceptable performance standards.  
	 FORMCHECKBOX 

	Customer service meets and often surpasses acceptable performance standards.
	 FORMCHECKBOX 

	Customer service meets and consistently surpasses acceptable performance standards.

	Comments: 


	Business Development – Consider the employee’s effort and commitment to develop and capture new business. Does the employee assist in sales presentations? Does the employee generate marketing leads?  Does the employee assist in proposal development?

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Business development efforts are below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Business development efforts usually meet acceptable performance standards.  
	 FORMCHECKBOX 

	Business development efforts meet and often surpass acceptable performance standards.
	 FORMCHECKBOX 

	Business development efforts meet and consistently surpass acceptable performance standards.

	Comments: 


	Dependability and Attendance – Evaluate the employee’s commitment to conform consistently to an agreed-upon work schedule. Is the employee dependable and available?

	Marginal
	Adequate
	Commendable
	Outstanding

	 FORMCHECKBOX 

	Dependability and attendance is below acceptable performance standards. Immediate improvement is needed.
	 FORMCHECKBOX 

	Dependability and attendance usually meet acceptable performance standards.  
	 FORMCHECKBOX 

	Dependability and attendance meet and often surpass acceptable performance standards.
	 FORMCHECKBOX 

	Dependability and attendance meet and consistently surpass acceptable performance standards.

	Comments: 


PART II (To be completed by Evaluator and Employee)
Determine with the employee all the goals and objectives the employee should accomplish during the next appraisal period.

	     


PART III (To be completed and signed by Evaluator)

Overall Rating

 FORMCHECKBOX 
 Marginal   FORMCHECKBOX 
 Adequate   FORMCHECKBOX 
 Commendable   FORMCHECKBOX 
 Outstanding

Evaluator’s Signature
______________________________________________  Date
____________

Evaluator’s Name (Printed)
______________________  Evaluator’s Title
_____________________

PART IV (To be completed and signed by the Director of the Department and the Director of Human Resources)

Director’s Comments

	     


Director’s Signature
________________________________________________  Date
____________

Director of Human Resources Signature
_______________________________   Date
____________

PART V (To be completed by Employee)
	A.
Do you feel you are performing satisfactorily in this position?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No


Please explain your answer in the space provided below.

	     


	B.
Do you agree with this evaluation?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No


If you disagree with this evaluation, please comment in the space provided below.  If you run out of space, please use an additional piece of paper and attach it to this evaluation.

	     


Please write any additional comments in the space provided below.

	     


Employee’s Signature
___________________________________________  Date
_______________
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