Employee Performance Evaluation

Employee Name:    _______________________________________________


Job Title:  _______________________
Date Hired: ______________________
Reviewing Manager:  _________________________________________________


Reason for Review:
Periodic Evaluation (

Promotion (

Other: ___________________________________________
General Work Evaluation:

      Exceeds Requirements          Meets Requirements        Needs Improvement
Unsatisfactory      

Attendance
      [   ] 
          
 
     [   ]
        

          [   ] 
          
         [   ]

Cooperation             [   ] 
          
 
     [   ]
        

          [   ] 
          
         [   ]

Initiative

      [   ] 
          
 
     [   ]
        

          [   ] 
          
         [   ]

Job Knowledge        [   ] 
          
 
     [   ]
        

          [   ] 
          
         [   ]

Quality of Work       [   ] 
          
 
     [   ]
        

          [   ] 
          
         [   ]

Supervising Manager Explanation: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Action to be taken:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Employee’s Suggestions:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Detail Evaluation:

Job Task/Responsibility:  ___________________________________________________________________________
Work Standard: ___________________________________________________________________________________
Actual Performance:  
Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     
[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  ___________________________________________________________________________

Work Standard: ___________________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  ___________________________________________________________________________

Work Standard: ___________________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  ___________________________________________________________________________
Work Standard: ___________________________________________________________________________________
Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Job Task/Responsibility:  ___________________________________________________________________________

Work Standard: ___________________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  ___________________________________________________________________________

Work Standard: ___________________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Employee Signature:  _____________________________________________

Date:  _________________
Manager Signature:  ______________________________________________

Date:  _________________[image: image1.png]



