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Annual Review                        FORMCHECKBOX 


EMPLOYEE PERFORMANCE
Increment Review                    FORMCHECKBOX 
 



Probationary Review                 FORMCHECKBOX 
 

MANAGEMENT

	Name of Incumbent (Last, First, M.I.):

     
	Date:

     

	Current Position Classification Title and Labor Grade:

     
	Bureau:

     

	Summary of Performance for: (start date – end date)

     
	Evaluator:

     


SECTION 1 (COMPLETE ALL QUESTIONS)

ATTENDANCE


Number of hours sick time taken since last evaluation:………………………………………………..   

Number of times tardy……………………………………………………………………………………..   
Please comment on employee’s overall attendance record.  Consider the number and frequency of days absent; reason given for absences; relationship of absences to weekend, holiday and other scheduled days off:

     
COMMUNICATIONS









Below 
          Meets     












        Expectations     Expectations

	Facilitates good communications between subordinates……….………………………………. 
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Conducts meetings effectively………………………………..…………………………………….
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Interacts with other supervisors and managers effectively.……………………………………..
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]


	Responds to requests and telephone calls promptly……………………………………………..
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Keeps others advised of changes and plans which affect them………………………..……….
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Listens carefully to suggestions and information from others.………………………………….
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Makes necessary oral and/or verbal presentations effectively………………………………….
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Comments:       
	
	


SECTION I (Continued)

DECISION MAKING









Below 
          Meets     











                    Expectations     Expectations

	Recognizes and addresses problems promptly………………………………..………………….
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Gathers facts and information carefully before making decisions.…………………………….
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Seeks advice as necessary………………………………………………………..…………………..
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	If he/she makes a bad decision, he/she makes the occasion a learning experience..……….
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Makes decisions in a timely, appropriate manner.…………………………..…………………..
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Comments:       
	
	


COOPERATION










Below
          Meets     












        Expectations     Expectations

	Seeks and volunteers information and advice to others in an appropriate manner…………
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Willingly supports and accepts department policy and procedural changes…………………
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Volunteers assistance and support to other departments, agencies and managers in a cooperative manner………………………………………….………………………………………
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Comments:       
	
	


MANAGEMENT OF SUBORDINATES







Below 
          Meets     












        Expectations     Expectations

	Evaluates subordinate’s performance in a timely manner………………………………………
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Establishes and clearly communicates performance objectives……………..………………….
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Plans and organizes workload in a manner that makes best use of resources..………………
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Develops procedures to improve efficiency within area of his/her responsibility……………
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Initiates action to improve subordinate performance……………………………………………
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Comments:       
	
	


SECTION I (Continued)I

SERVICE CONTRIBUTION.

 









Below
          Meets     












        Expectations     Expectations

	Develops programs that contribute to the success of his/her function………………………..
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Controls overhead expenses effectively……………………………………………………………
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Offers constructive ideas for improving operations……………………………………………..
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	Comments:       
	
	


SPECIALIZED PERFORMANCE CRITERIA UNIQUE TO THIS POSITION/PROFESSION

 









Below
          Meets     












        Expectations     Expectations

	     
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	     
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]

	     
	      [ FORMCHECKBOX 
]
	      [ FORMCHECKBOX 
]


COMMENTS

     
 OVERALL SUMMARY OF PERFORMANCE

BASED ON THE ABOVE PERFORMANCE FACTOR RATINGS, THE EMPLOYEE’S OVERALL PERFORMANCE FOR THIS PERFORMANCE PERIOD WAS (THIS RATING TO BE CONSISTENT WITH THE ABOVE INDIVIDUAL RATINGS):


___ FORMCHECKBOX 
___BELOW EXPECTATIONS

___ FORMCHECKBOX 
___MET EXPECTATIONS

GENERAL COMMENTS BY SUPERVISOR (Please make any additional comments job related and specific to job performance.):

     
A meeting to discuss this performance summary with the employee was held on      









 (Date)

EMPLOYEE COMMENTS:

	

	

	

	

	

	

	

	

	


Signatures:

	
	
	

	(Department Head/Reviewer)
	
	(Date)

	
	
	

	(Evaluator)
	
	(Date)


DISCLAIMER STATEMENT:  Signature indicates that the performance appraisal has been read and discussed with me.  Signature does not necessarily indicate agreement or disagreement with the content of this appraisal.

	
	
	

	(Employee)
	
	(Date)


