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Performance Review

Employee Name________________________________________________

Job Title ______________________________________________________

Department ____________________________________________________

Supervisor _____________________________________________________

Review Period __________________________________________________

Type of Review   
____Annual

____Mid-Year

____Probation

1 = Fails to Meet Expectations    
2 = Meets Expectations 
 3 = Exceeds Expectations

If you rate the employee’s performance 1 in any category, explain below and outline how you and the employee will work to improve this.

Teamwork & Cooperation
1  2  3  
Acts with integrity and contributes to group effort; Displays interest toward job; Is courteous to others and promotes mutual respect; Establishes positive, cooperative, working relationships; Works to minimize conflict; Is able to remain balanced and even-tempered in challenging situations; Accepts suggestions and criticism in a positive manner
Dependability    1  2  3 
Willingness to accept and complete job tasks and comply with policies and procedures; Ability to carry out assignments and follow through with minimal supervision, as well as be reliable, and conscientious; Completes assignments and meets commitments; Can independently handle changes and new problems 
Job Knowledge & Professional/Personal Growth    1  2  3 

Understands duties and responsibilities of the job; Has necessary technical knowledge and skills to perform job; Understands mission and values of the department and organization; Keeps current on new developments; Is skilled with job-related equipment; Demonstrates initiatives to improve knowledge, skills, and performance through a variety of methods
Communication & Customer Service    1  2  3 
Maintains a positive interaction with internal and external customers; Is respectful of all co-workers, colleagues and customers; Actively listens to customers and supervisor and asks questions for understanding; Displays a professional attitude and demeanor; Relays accurate, appropriate and clear verbal and written information; Uses appropriate channels of communication; Communicates in a professional and respectful manner; Demonstrates good listening skills; Accepts constructive feedback
Practices Safety on the Job    1  2  3 
Demonstrates knowledge of shop rules; Maintains awareness and practices safety measures on the job; Uses safety equipment appropriately; Maintains a safe driving record; Properly arranges, sets up, stores and operates equipment; Does not waste or damage materials, tools, or equipment
Quality of Work    1  2  3  
Applies knowledge and completes work in an accurate, neat, thorough, and well-organized manner;
Sets and achieves high personal standards of performance
Quantity of Work    1  2  3  
Performs amount of work expected on schedule; Maintains a consistent level of work; Completes job tasks in a timely manner in accordance with set performance standards
Attendance    1  2  3  
Meets department and university standards of attendance
Additional Items – Complete as Applicable
Project Management    1  2  3  
Defines project roles and responsibilities; Coordinates project efforts throughout the organization; monitors project performance and makes appropriate changes
Performance Management    1  2  3  
Encourages and motivates employees; Rewards both individual and group contributions; Moves quickly to resolve performance issues; Maintains clear and consistent performance standards; Provides regular and appropriate feedback and coaching; Encourages individual growth

Leadership    1  2  3 
Is an impartial, fair leader; Implements key organizational priorities; Considers impact of decisions; Creates a results-focused environment; Can delegate work wisely and effectively; Builds teams with diverse skills and strengths; Uses resources wisely

Performance Summary:    1  2  3  
Summary of overall achievement and performance

If you rate the employee’s performance 1 in any category, explain below and outline how you and the employee will work to improve this.

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​___________________________________________________________________________________
Manager’s Summary Comments
Areas for Staff Development (Describe learning activities, training programs, and actionable suggestions for staff member)

Performance Expectations (Record major performance expectations and responsibilities for review period.  Set up expectations for coming review period with clear guidelines for meeting expectations.)
Employee Comments

Please use back of sheet or attach a sheet for additional comments if necessary.
Employee’s Acknowledgment:  This review has been discussed with me. 

My signature does not necessarily mean I agree with the evaluation
Employee Signature









Date
Supervisor’s Signature









Date
Second-Level Supervisor’s Signature







Date
