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Staff Performance Review 

[image: image1.png]
Memo

To:                                                         


From:

Gina Klaver, Director of Human Resources

Date:                         



Subject:
Annual Review or Special Review
1.
Carefully review the employee’s work performance to date in light of the position requirements. 

2.
Based on your review, check the appropriate rating in the right-hand column.  The extra space provided at the end of each section may be used to insert any additional item(s).

3.
Document your evaluation by writing in the primary considerations in the remarks section.

4.
Complete the Goals and Summary sections on page four.
5. Discuss the revised version with your immediate supervisor.

6. Prior to meeting with the employee have the employee review their job description and complete a self-review utilizing the same review form.
7. Schedule a time to meet with the employee to discuss the review.  Have the employee bring the self-review to the scheduled meeting to discuss.   
8. Have the employee sign the review and add any comments.  After each of you have signed the review, forward the original to the Human Resources Department.  The employee’s self-review should be maintained in supervisor’s file. 

 Definition of ratings (Please see next page):

Definition of ratings:

	O =
Outstanding
	Performance is consistently above the standards of performance required and defined.  Contributions are well beyond normal job expectations for the review period.  Performance at this level leaves little, if anything to be desired and work is consistently performed at a highest level.  Employee rarely, if ever, requires supervision or follow-up.  Employee performs independently in planning, anticipating problems and taking appropriate action.  Shows a good grasp of the "big picture" and thinks beyond the details of the job or project at hand.  Meets the key requirements of the job in all areas and far exceeded the requirements in more than half of the areas on which the employee is evaluated.  On the average, about 10% - 20% of the workforce performs at this level.

	EE =
Exceeds Expectations
	Performance is solid, effective and consistently meets the performance standards required and defined, exceeds expectations from time to time. Performance is what can be expected of a fully qualified and experienced person assigned to the position.  Errors in judgment are rare and seldom repeated.  Under normal supervision and follow-up, important jobs are completed on schedule and in keeping with expected results.  Meets the key requirements of the job in all areas and exceeded the requirements of the job in many areas.  Performance is characterized by high achievement.  On the average, 20% - 30% of the workforce performs at this level.

	M =
Meets Expectations
	Overall, the employee meets the key requirements of the job. Performance consistently meets the standards of the job.  The employee demonstrates adequate performance in most areas of the job, but may need improvements in one or more areas.  Initiative and outputs are generally adequate and the employee is generally competent and knowledgeable in most aspects of his/her work.  An overall Meets Expectations rating means that performance is adequate in most areas of the job.  If there are any performance shortfalls, they may be attributable to newness on the job, missing or undeveloped skills or experience and a performance recommendation should be written to focus on performance deficiencies in designated area(s).  On the average, 40% or more of the workforce performs at this level.

	U = 
Unsatisfactory
	Performance is consistently below the standards of performance required and is unsatisfactory.  Seldom meets established standards; must improve to receive a higher performance rating.  There are major shortfalls in meeting established performance criteria or objectives.  The employee almost always requires close supervision, including step-by-step guidance.  Employee does not meet the key requirements of the job.  Excessive direction and follow-up are needed. Immediate improvement required.  On the average, less than 10% of the workforce performs at this level.

	N/A = Not Applicable
	This section does not apply.


	Name:       
	Position:       
	Dept.:       

	Supervisor:       
	Date of Rating:       
	Company:   ORU


	Job Knowledge
	Consider the manner in which the individual has assimilated such knowledge as:
	O
	EE
	M
	U
	N/A

	The Factual
	1. Details of the job
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Data Necessary
	2. Understands and defines problems clearly
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	For Adequate
	3. Application of principles and techniques
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Job
	4. Weighs alternatives before making decisions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Performance
	5. Understand, retained and applied job knowledge
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	6.  
	
	
	
	
	


Job Knowledge Remarks: 
	Quality of Work
	Consider:    
	O
	EE
	M
	U
	N/A

	To Which
	1. Accuracy of work product
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Completed
	2. Full and timely completion of assignments
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Assignments
	3. Soundness of judgments
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Meet 
	4. Thoroughly follows departmental standards and procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Established 
	5. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Standards
	6.
	
	
	
	
	


Quality of Work Remarks: 
     
	Quantity of Work
	Consider:
	O
	EE
	M
	U
	N/A

	
	1. Total amount of work accomplished
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The Ability To
	2. Accepting work outside of assigned duties
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Produce
	3. Work habits – application to the job
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Results
	4. Self directed - shows initiative 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	5.           
	
	
	
	
	


Quantity of Work Remarks: 
     
	Adaptability
	Consider:
	O
	EE
	M
	U
	N/A

	The Extent 
	1. Following instructions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Employee Can
	2. Grasping new ideas
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Be Utilized In
	3. Flexibility in work assignments
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Handling
	4. Ability to reflect and improve on work
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Unusual, New
	5.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Or Special
	6.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Assignments
	7. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Adaptability Remarks:  
     
	Demeanor
	Consider:
	O
	EE
	M
	U
	N/A

	The
	1. Relationship with other employees
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Enthusiasm
	2. Communicates effectively with customers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Shown Toward
	3. Willingness to do the job assigned
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The Job,
	4. Acceptance of company policies and methods 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Associates,
	5. Reaction to advice and criticism 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	And Company
	6. Effectively works without direct supervision     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	7. Promptness in reporting for work and in leaving
	n/a
	n/a
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	8. Attendance
	n/a
	n/a
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	9. Neatness/Appearance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	10. 
	
	
	
	
	


Remarks: 
     
	Leadership
	For employees with supervisory responsibilities consider:
	O
	EE
	M
	U
	N/A

	The Extent To
	1. Communication to staff
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Which The
	2. Planning/Organizing/Delegating
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Employee Can
	3. Fiscal/Budgetary Responsibilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	4.
	
	
	
	
	


Remarks: 
     
GOALS:  List work-related goal(s) you would like to see employee achieve in the upcoming year.

1.      
2.      
3.      
SUMMARY:  Include a specific statement about the employee’s level of performance.

 FORMCHECKBOX 
   A.     Meets or exceeds minimum performance standards.
SUMMARY: (Continued from Page 3).

 FORMCHECKBOX 
   B.     Marginal.  Minimum performance standards not exceeded.  

     Next review on      

 (30 to 90 days). 
 FORMCHECKBOX 
    C.    Unacceptable.  Employee does not meet minimum standards and has not developed acceptable 
                performance.   Next review on 


.
Your signature does not signify your agreement with the performance review; it simply means that the review has been discussed with you.

    ______________________________________  
______________________________________________
Employee Signature                       Date     

Supervisor and/or Dept. Head Signature  
Date
Employee Comments:  (To be completed within 24 hours.  Attach more paper if needed.)

     
Send original to Human Resources.




Employee and Supervisor keep copies.
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