
Employee Performance Evaluation

Several association executives have provided sample employee performance
evaluation tools.   These examples are aimed at evaluating employees ---
NOT the chief executive officer1.

ASAE reports on employee performance review in Policies and Procedures
in Association Management (2001).

• 92% of associations conduct some sort of periodic performance review of
employees.

• 83% conduct the employee evaluation on an annual basis.

The development of a form is often the first step in the process.

1. Develop an evaluation tool applicable to your organization and laws.

2. Identify performance measures.

3. Set a schedule for employee evaluation.

4. Determine the processes for the evaluation.

5. Consider outcomes, discipline, rewards, etc.
6. Determine safe record retention requirements.

This information is provided as samples and for considering or reviewing processes.  It is
NOT legal, accounting, insurance or HR advice.  It is important to contact
appropriate professionals before taking action.

                                                
1 The CEO usually has a more detailed evaluation conducted by the chief elected officer or a subgroup of
the board, utilizing a different set of performance measures and incorporating the organization’s strategic
goals.



Performance Appraisals
Look Before You Leap

Every once in a while, there is a request on the listserv for sample performance
evaluation forms. While few people start completely from scratch when
implementing a new review form, you need to be careful before adopting
someone else’s form without thinking through some important questions.  First,
what behaviors are you trying to motivate with your performance management
tool?  Many forms contain performance dimensions such as “teamwork”,
“leadership”, “adaptability”, etc. You need to choose these competencies
carefully to make sure that they reflect the behaviors which will lead to success in
your unique environment.  The dimensions you choose must be strategically
relevant.  It is a mistake to simply adopt the competencies contained in another
organization’s form, particularly if they conflict with your other HR systems such
as selection, compensation, and training.  Are you selecting employees based on
one set of criteria, but evaluating, compensating and/or training them on different
competencies/behaviors? 

Another important consideration is the usefulness of the tool for the dual
purposes of performance evaluation: employee development and HR decision-
making.  Does the instrument provide a way to objectively evaluate performance
as the basis for determining raises, promotions, and training?  At the same time,
does it provide specific, behavioral feedback leading to enhanced performance?  

Finally, do the performance standards meet the following important criteria for a
sound performance management tool:  are they clear, understandable,
measurable, observable, and able to be developed?  Are they free from criteria
contamination and deficiency (does the form measure all of the important
aspects of the job but none that are beyond the employee’s control)?  Does the
rating scale make sense, and is it easy to interpret and apply?  

A good performance evaluation form can be a powerful tool in helping
organizations achieve a competitive advantage through people, but only if we
resist the temptation to assume that “one size fits all”.  

Christina L. Greathouse, Ph.D. - Partner
Strategic Performance Group
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Employee Evaluation Form

Name of Employee____________________________________________________________________

Position_____________________________________________________________________________

Report Period:  From__________________________ To______________________________________

Evaluation for:   Probation     Annual     Special

I. Knowledge of Job:  Consider employee’s knowledge and understanding of every aspect pertinent to
the job (methods, equipment, etc.)

  Unacceptable— Despite a reasonable period of orientation, and/or instruction, job knowledge remains
at an unacceptably low level.

  Needs Improvement—Lacks knowledge in several basic elements of the job.  Requires frequent
instruction in areas of fundamental knowledge.

  Good— Is knowledgeable of basic elements of job.  Does not require instruction in area of fundamental
knowledge.

  Commendable— Thoroughly understands own job and related jobs.
 
 Comments:___________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
 
II. Quantity of Work:  Consider volume of work performed and assignments completed relative to job
requirement.

  Unacceptable— Far below acceptable standards.  Does small amount of work.  Wastes time.
  Needs Improvement—Output of work is below standards.  Does only enough to get by.
  Good— Produces expected amount of work and occasionally exceeds expectations.
  Commendable— Can be depended upon to frequently produce above expectations.
 
 Comments:___________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
 
III. Quality of Work:  Consider performance of work in terms of neatness, accuracy, and thoroughness.

  Unacceptable— Far below standards.  Makes many errors.  Finished product not complete.
  Needs Improvement—Below acceptable standards.  Work needs to be frequently checked and

corrected.
  Good— Meets expected standards and occasionally exceeds expectations.
  Commendable— Quality is frequently above expected standards.
 

 Comments:_______________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
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 _________________________________________________________________________________
 

IV. Cooperation:  Consider degree to which employee works cooperatively and harmoniously with
coworkers and supervisor.
 

  Unacceptable— Uncooperative.  Has difficulty getting along with others.
  Needs Improvement— Cooperation must be solicited.  Seldom volunteers to assist.  Causes

friction with  coworkers.
  Good— Regularly cooperates in an agreeable manner.
  Commendable—Cooperates very well with others.  Readily volunteers to aid others.

 
 Comments:_______________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

 
V. Aptitude:  Consider how quickly employee learns new work and retains what has been learned.
 

  Unacceptable— Extreme difficulties in learning even simple procedures.
  Needs Improvement— Has trouble retaining procedures.
  Good— Learns rapidly and retains information/skills learned.
  Commendable—Quick to grasp new ideas and methods.  Is enthusiastic about learning new

methods or skills.
 Comments:_______________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

 
VI. Initiative:  Consider employee’s ability to act on own responsibility to accomplish needed work.
 

  Unacceptable— Needs prodding.  Always waits to be told what to do.
  Needs Improvement— Does only what is required.
  Good— Regularly takes initiative in work situations.  An able worker.
  Commendable— Acts voluntarily even in matters deviating from routine.  Willingly seeks out

ways to improve job methods or to use skills in other areas.
 Comments:_______________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
 

VII. Judgment:  Consider employee’s ability to think through situations, weigh factors involved, and
make sound decisions.
 

  Unacceptable— Frequently makes wrong decisions based on failure to gain complete
understanding of the situation.

  Needs Improvement— Needs more than normal amount of supervisory guidance in normal, job-
related decisions.

  Good— Regularly makes decisions promptly and accurately in normal, job-related decisions.
  Commendable—Makes sound decisions and uses considerable amount of analysis in performing

responsibilities.  Judgement can be depended upon.
 Comments:_______________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
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VIII. Dependability:  Consider employee’s ability to follow through on assignments.
 

  Unacceptable— Requires constant supervisory follow-up in order to get scheduled work done.
  Needs Improvement— Work is completed only with more than normal supervisory observation

or close control.
  Good— Can be depended upon to complete assignments.  Occasionally does more than is

expected.  Minimal supervision required in any phase of work.
  Commendable—Thinks in advance of needs, frequently does more than expected.  Seldom

needs supervision once an assignment is given.
 

 Comments:______________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
 _______________________________________________________________________________

 
IX. Communication–Verbal:  Consider employee’s ability to convey information and present ideas
clearly and concisely throughout the organization and with outside contacts.
 

  Unacceptable— Rude with unpleasant mannerisms or tone which hinders verbal
communication.

  Needs Improvement— Poor command of language and grammar thus presenting difficulty in
communicating information and ideas.

  Good— Regularly demonstrates good verbal communication ability.
  Commendable— Tactful, pleasant mannerisms.  Able to present information in an

understandable manner, even when dealing with a complex situation.
 

 Comments:______________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
 _______________________________________________________________________________

 
X. Communication–Written:  Consider employee’s ability to convey information and present ideas
clearly and concisely throughout the organization and with outside contacts.
 

  Unacceptable— Unable to communicate ideas in written form.
  Needs Improvement— Poor command of language and grammar.  Written communication

often unclear and misunderstood.
  Good— Regularly demonstrates good written communication ability.
  Commendable— Writes in an interesting, concise and understandable manner even when

dealing with complex subject matter.
 

 Comments:______________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
 _______________________________________________________________________________
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XI. Supervisor’s comments:  Please use this area to comment on any additional topics related to this
employee’s performance not covered elsewhere in this review.
 _____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
 
 
 
 
 
 
 Evaluation Summary:
 

  Unacceptable— Consistently performs below acceptable standards; fails to meet expectations.
  Needs Improvement— Frequently performs below acceptable standards; often fails to meet

expectations.  Improvement necessary.
  Good— Dependably does a good job; consistently meets expectations.
  Commendable— Demonstrates effective performance; clearly and consistently exceeds

expectations.
 
 
 
 
 
 
 ______________________________________________________________________________
 Signature of Employee Date
 
 ______________________________________________________________________________
 Signature of Supervisor Date
 
 ______________________________________________________________________________
 Signature of Executive Vice President Date
 
 Employee’s signature is required only to indicate that the employee has read the evaluation form, not to
approve or disapprove.  An employee that does not agree with a performance evaluation may submit a
response/rebuttal to the evaluation, which shall be reviewed by the Supervisor and the Executive Vice
President, and then attached to the file copy of the evaluation.
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Date: ____________

Performance Evaluation For _____________________

1) I like it that I:
• 
• 
• 
• 
• 

2) I would be more effective if I:
• 
• 
• 
• 
• 

Signed: ______________________________________

Printed name: _________________________________

Date: ________________________________________



Member Service Performance Review
Employee Name: Position:

Department: Supervisor:

Review Period: Date:

Performance Areas
The following are the areas upon which performance will be measured.
Teamwork:
The extent to which the employee works closely and productively with team members.
The extent to which the employee communicates openly and frequently with team
members and other staff members. The extent to which the employee shares in tasks
and supports the team (verbally and in actions).

Service:
The extent to which the employee provides quality customer service to both internal and
external customers.

Job Knowledge:
The employee's level of understanding of the technical requirements of the position and
how it fits into the overall organizational structure. The extent to which the employee
has a comprehensive understanding of all phases of the job.

Cooperation:
The ability to deal appropriately with different stressors that are part of the job. The
extent to which the employee has emotional maturity and a positive outlook.

Work Habits:
The extent to which one can be counted on, makes good decisions that have
appropriate or positive outcomes and takes initiative to improve processes.

Planning & Organization:
The employee's ability to anticipate workload and schedule established tasks for
efficient and timely accomplishment. Ability to prioritize and coordinate with others as
necessary and manage time effectively.

Potential Ratings
The following are the potential ratings for each of these areas.
EE – Exceeds Expectations / Excellent
AE – Above Expectations / Above Average
ME – Meets Expectations / Average
NI  – Needs Improvement / Below Average



Category Rating
Teamwork EE – Works exceptionally well with team. Promotes and sets example of             

         teamwork. Open with group.
AE – Works very well with team. Always helpful and supportive.
ME – Works well with work team. Will usually support efforts.
NI –   Does not respond well to teamwork. Keeps tasks for self, does not
         share information with group.

Service EE – Sets standard of service for the department. Approachable, helpful,
         quick to respond, makes customer feel important. Anticipates
         customer needs.
AE – Very good at serving customer. Fills all requests for service well.

                                   anticipates some needs.
ME – Good at serving customers. Fills all request for service in pleasant &

                                   helpful manner
NI –  Does not respond to service requests in timely manner. Grumbles about

                                  serving others. Plays favorites.
Knowledge EE - Able to perform all functions of position. Able to teach others in processes
Of Job                      & procedures.

AE – Able to perform most of the functions of position. Still has some
         learning.
ME – Able to perform over half of all functions of position. Still learning basic

                                   operations and overall work of department
NI –   Able to perform less than half of all functions of position. Learning is slow,

                                   with repeated instruction.
Cooperation   EE – Extremely positive about work and co-workers. Friendly, easy to work
                                    with. Able to rise above pressure on job.
                           AE – Positive about work and most co-workers. Usually handles pressures well
                           ME – Usually positive about work and most co-workers. Handles pressure
                                     most of the time.
                           NI  -  Usually negative about work and most co-workers. Usually does not
                                    handle pressures well.
Work Habits  EE – Extremely dependable & trustworthy. Always looks to take on new projects
                                  and go the extra mile. Always recognizes consequences of actions and
                                  decisions.
                          AE – Very dependable & trustworthy. Usually looks to take on new projects.
                          ME – Dependable & can trust most of the time. Will take on new projects after
                                   being asked.
                          NI  - Not always dependable. Question trust. Does not look for additional
                                   projects and/or resents them. Does not recognize consequences of
                                   decisions and does not demonstrate logical thinking.
Planning &    EE – Always plans and organizes workload and can efficiently accomplish both
Organization          individual and group tasks. Can also handle changes that arise in
                                  workload or priorities easily.
                         AE -  Usually plans and organizes workload and can usually accomplish both
                                  individual and group tasks efficiently. Can also usually handle changes
                                  that arise in workload or priorities.
                         ME – Plans and organizes workload most of the time and accomplish both
                                  individual and group tasks. Most of the time can handle changes that
                                  arise in workload and priorities.
                          NI  - Does not plan and organize workload or accomplish tasks. Has difficulty
                                 handling changes that arise in workload and priorities.



Performance Rating
  Category      Rating                Comments & Goals for 2005
Team Work:

Service:

Knowledge
of Job:

Cooperation:

Work Habits:

Planning &
Organization:



Conclusion:
Based on the above, I have judged your performance as XX and raised your annual
salary for the period of January 1, 2005 to December 31, 2005 to $XX, an increase of
XX%.  I hope you find this increase to be reflective of the work you have done and the
contributions you have made.

___________________________                          __________________
XX      Date

I have reviewed the above evaluation and discussed it with my supervisor. My signature
below shall not be construed to mean either agreement or disagreement with the
evaluation but rather acknowledgment that the evaluation has been seen by me. I also
understand that I have the right to append comments to the evaluation if I so desire.

____________________________                        __________________
XX      Date



EMPLOYEE ANNUAL EVALUATION

Name of Employee ______________________________________

Position/Title: _________________________________________  Review Period:  From ____________ to ____________

Rating Categories

• Outstanding (6) Work performance is consistently superior to the Standards required for the job
• Exceeds (5) Work performance is consistently above the standards for the position
• Meets (4) Work performance consistently meets the standard of performance for the position.
• Almost Meets (3) Work performance usually meets standards; some improvement needed
• Needs Improving (2) Work performance does not consistently meet the standards of performance for the

      position; serious effort is needed to improve performance.
• Does not meet expectations (1) Work performance is inadequate and inferior to the standards of performance

 required for the position; performance at this level cannot be allowed to continue.
For each of the following categories, rate the employee
using the above codes. Record the employees rating.
Include your comments in the appropriate column.
Additional explanations may be submitted on a separate
sheet of paper.

Rating
1-6

Comments

1- JOB KNOWLEDGE:   Policies and procedures;
applications and services; responsibilities and duties.
2- INITIATIVE:  Motivation, team work, follow-up and
time management; proposes ideas or initiates
new/better ways of doing things.

3- QUALITY OF WORK/ACCURACY:  Cash handling;
detail oriented; minimal paperwork errors; accurate
documentation; organizational skills; demonstrates
positive commitment to goals of office; follow through;
judgment and decision making; commitment to team
success; responsiveness to requests for service.

4- INTERPERSONAL SKILLS/HUMAN RELATIONS:
Interacts effectively with customers, co-workers and



supervisors; courteous and respectful of others; accepts
constructive criticism; effectively communicates with
others to ensure understanding through listening, oral
and written communication; shares needed information
in a timely fashion; exhibits positive attitude; addresses
customer needs courteously, professionally and
efficiently.

5- WORK PERFORMANCE:  Punctuality; dependability;
follow through; organized; detail oriented; completes
assignments in a timely, neat and accurate way;
effectively performs tasks with little or no supervision;
shows good reasoning and problem solving skills;
follows instructions in a conscientious/consistent
manner; plans ahead, schedules time wisely and
establishes priorities.

6- LEADERSHIP/ACCOUNTABILITY:  Exhibits conflict
resolution skills in order to foster effective working
relationships; analyses situations and evaluates
alternative courses of action and acts decisively;
inspires respect, confidence, teamwork and
commitment.

7- GOALS/OBJECTIVES:  Stays current in job-relevant
knowledge and skills; seeks opportunities to improve
self and work performance.

Is the employee “growing” in the position?

STRENGTHS:

WEAKNESSES:



RATE INCREASE:  $____.____/Hour
REASON FOR INCREASE:

ACCOMPLISHMENTS:

GOALS AND OBJECTVES FOR NEXT REVIEW PERIOD (Planning, strategizing and forecasting ways to stay current in job-relevant
              knowledge and skills and seek opportunities to improve self and work performed).

2004 Goal:

Method to Achieve Goals:                                                                                                                     Time Frame / Deadline:

2004 Goal

Method to Achieve Goals:                                                                                                                     Time Frame / Deadline:

Use additional paper for additional Goals, Method to Achieve Goals and Time Frame / Deadline.
EMPLOYEE COMMENTS:

Signatures:

Employee: _____________________________________  Supervisor: ___________________________________  Date: ___/___/___



+AMERICAN SOCIETY OF BARIATRIC PHYSICANS
Employee Evaluation Form

Employee:                                                                Date of Employment:                                             

Department:                                                             Evaluation Period From:                                      

Job Title:                                                                  

Supervisor:                                                               

PURPOSE OF THIS EMPLOYEE EVALUATION

To make a personal evaluation, to pin-point strengths and areas that need improvement and to outline a agree
upon a practical improvement program.  Periodically conducted, these evaluations will provide a history of devel-
opment and progress.
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I. QUALITY OF WORK

A. Quality

Work below stan-
dard

Work barely satis-
fies quality re-
quirements

Output meets
quality require-
ment, nothing extra

Quality high. Work
well done

Unusual accuracy,
thoroughness and ef-
fectiveness.

Comments:                                                                                                                                                                                

                                                                                                                     
B. Accuracy

Makes frequent
errors

Careless.  Makes
recurrent errors

Usually accurate.
Makes only aver-
age number of
mistakes

Is exact and precise
most of the time.
Seldom makes mis-
takes

Requires absolute
minimum of checking.
Almost always accu-
rate.

Comments:                                                                                                                                                                                

                                                                                                                     
C. Alertness

Slow to catch on Requires more
than average in-
structions and
explanations.

Grasps instructions
with average abil-
ity.  Hesitant to
question.

Usually quick to
understand instruc-
tions.  Asks ques-
tions when in doubt.

Exceptionally keen and
alert.  Understands all
instructions.  needs no
help.

Comments:                                                                                                                                                                                

                                                                                                                     
D. Adaptability

Cannot adjust to
any deviation
from usual pro-
cedure

Slow to adjust to
unusual or excep-
tional circum-
stances.

Cannot accommodate
change and un-
planned inconven-
ience with minimum
problems.

Adapts well to
most situations or
circumstances.

Quick to change hab-
its and procedure to
suit demands of par-
ticular situation.

Comments:                                                                                                                                                                                
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E. Ability to solve problems

Cannot solve
problems.
Avoids all prob-
lems.

Solves simple
problems by using
routine methods.

Solves everyday
problems plus a
few of the more
difficult problems

Solves most prob-
lems.  Often solves
difficult problems.

Solves any problems
rapidly and effectively.

Comments:                                                                                                                                                                                

                                                                                                                     
F. Ability to Plan and Organize Work

Work shows no
planning or or-
ganization.

Can think of only
one job at a time.

With occasional
help in planning,
work is orderly.

Work is generally
well arranged indi-
cating good plan-
ning.

All work is well
planned and organized.

Comments:                                                                                                                                                                                

                                                                                                                     
G. Job Knowledge

Lacks knowledge
of work duties.

Lacks knowledge
of some phases of
work.

Moderately in-
formed.  Can an-
swer most ques-
tions.

Understands most
phases of work.

Understands and per-
forms all phases of job.

Comments:                                                                                                                                                                                

                                                                                                                     
H. Ability to Apply Job Knowledge and Skills

Never uses job
knowledge and
skills he/ she had.

Often misses a
chance to put job
knowledge and
skills to use.

Uses job knowl-
edge and skills in
routine situations.

Makes good use of
general principals in
most situations.

Makes maximum use
of job knowledge and
skills in all situations.

Comments:                                                                                                                                                                                

                                                                                                                     
I. Ability to Make Decisions

Indecisive, slow
and inaccurate
decisions.

Hesitant to make
decision.  Consid-
ers most factors.

Generally reliable
decisions.  Con-
siders most fac-
tors.

Makes well thought
out decisions with-
out undue delay.

Decisions are always
quick and accurate.
Inspires confidence.

Comments:                                                                                                                                                                                
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II. QUANTITY OF WORK

A. Perseverance

Easily distracted.
Readily abandons
or evades any but
the most simple
jobs.

Often distracted.
Sticks to  difficult
tasks under com-
pulsion.

Ordinarily patient
and persistent.
Discouraged by
tough problems.

Determined.  Sel-
dom distracted.

Never gives up regard-
less of difficulty or
complexity.

Comments:                                                                                                                                                                                

                                                                                                                     
B. Work Production

Seldom com-
pletes a task in
allotted time..

Satisfactory qual-
ity of work.  Oc-
casionally creates
bottleneck in
work slow.

Usually completes
most work in al-
lotted time.

Always completes
work on schedule or
ahead of time.

Produces more than
assigned.  Seeks or
assumes extra work.

Comments:                                                                                                                                                                                

                                                                                                                     

III. COMMUNICATIONS

A. Oral Communications

Does not com-
municate well;
quiet, not talka-
tive, withdrawn.

Has moderate use
of language is a
rather uninter-
ested listener.
Doesn’t phrase or
construct effec-
tively.

Average vocabu-
lary with moderate
ability to question
or speak.  Some-
times wordy.

Easily understood
with good usage of
language.

Concise, good com-
mand of language;
effective phrasing:
easily understood.

Comments:                                                                                                                                                                                

                                                                                                                     
B. Written Communications

Does not have
command of
words; does not
like to write.
Often misuses
words.

Will write but has
little formal writ-
ing skills, prob-
lems with spelling
and punctuation.

Can transpose
messages to writ-
ten word, but is
limited in written
grammar and con-
struction ability.

Likes to write but is
often verbose, yet
eager to learn and
attempt written
communication.

Excellent written
grammar, spelling, use
of words.  Good con-
struction, meaningful.

Comments:                                                                                                                                                                                
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C. Idea Communication

Does not want to
put ideas into
writing, puts off
any writing as-
signment.  Can not
convey idea in
either written or
speaking commu-
nication.

Shows little
imagination in
conveying an
idea; gives idea to
another person,
rather than to try
to convey.

Willing to share
ideas but only
medium of drive
to convey idea to
supervisor or to
fellow workers.
Needs extra in-
centive to put idea
into communica-
ble form.

Willing to express
ideas with fair
amount of ability to
detail idea to oth-
ers.  Ready to learn
and willing.

Imaginative and eager
to express new ideas in
written or oral form,
has good concept of
idea communication
through imagination
and empathy.

Comments:                                                                                                                                                                                

                                                                                                                     

IV. PERSONAL RELATIONSHIPS

A.  Human Understanding

Cannot get along
with people.

Doesn’t under-
stand nor work
well with associ-
ates.

Gets along well
with most people.

Understands people.
Very considerate
and gets along well
with everyone.

Shows keen under-
standing of fellow man.
Is well liked and re-
spected.

Comments:                                                                                                                                                                                

                                                                                                                     
B. Emotional Characteristics

Very moody.
Does not control
emotions..

Short tempered.
Often moody.
Distracted by
problems from
home or work.

Sometimes
moody; emotions
usually controlled.

Emotions well con-
trolled in work envi-
ronment.

Emotions do not no-
ticeably affect quality
or quantity of work.

Comments:                                                                                                                                                                                

                                                                                                                     
C. Deportment

Leads others into
trouble.  A con-
tinual problem.

Often in trouble.
Sets a poor exam-
ple to follow.

Seldom in trouble.
Minor difficulties
only.

Sets a good exam-
ple.  Observes
regulations.  Main-
taining good record.

Sets an excellent ex-
ample of conduct for
all associates.

Comments:                                                                                                                                                                                

                                                                                                                     



6

D. Ability to Accept Criticism

Cannot accept
criticism.  Very
defensive.  Will
not admit mis-
takes.  May get
angry.

Reluctantly accepts
some criticism.
Defensive, pouts.
Makes little or no
adjustments.

Accepts criticism,
but makes little or
no effort to im-
prove on own
initiative.

Accepts criticism
and attempts to
make adjustments.

Willingly accepts
criticism.  Listens,
learns and makes ap-
propriate and neces-
sary adjustments.

Comments:                                                                                                                                                                                

                                                                                                                     
E. Ability to Build/ Maintain High Morale

Destroys morale.
Creates confu-
sion and discon-
tent.

Allows morale to
decline.  Undesir-
able effect on
associates.

Generally works in
harmony with
associates.  No
morale builder.

Develops good
“team” feelings.
Generates enthusi-
asm and motivation.

Inspires high morale.
Sets outstanding exam-
ple to follow.

Comments:                                                                                                                                                                                

                                                                                                                     
F. Courtesy

Discourteous;
antagonistic.

Sometimes
thoughtless or
inconsiderate.

Agreeable and
pleasant most of
the time.

Always very polite
and cooperative
with staff and / or
physicians.

Inspiring to others in
being courteous and
very pleasant.

Comments:                                                                                                                                                                                

                                                                                                                     
G. Friendliness

Very distant and
aloof.

Approachable,
friendly once
known by others.

Warm, friendly;
sociable with staff
and physicians.

Very sociable and
outgoing towards
everyone.

Extremely sociable,
excellent at establish-
ing good will.

Comments:                                                                                                                                                                                

                                                                                                                     
H. Personal Appearance - The impression an employee makes on others concerning the cleanliness, neatness and dress appropriate to the job.

Inappropriate
dress; untidy
appearance.

Sometimes untidy
and careless about
personal appear-
ance.

Generally neat and
clean.  Satisfactory
personal appear-
ance.

Careful about ap-
pearance; appropri-
ate dress for job.
Clean and neat.

Usually well groomed;
very neat; excellent
manner of dress.

Comments:                                                                                                                                                                                

                                                                                                                     
I. Physical Fitness
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Tires easily.
Weak and frail..

frequently tires.
Not very ener-
getic.

Meets physical
and energy job
requirements.

Energetic. Seldom
tires.

Excellent stamina; no
fatigue.

Comments:                                                                                                                                                                                

                                                                                                                     
J. Housekeeping

Disorderly or
untidy.

Some tendency to
be careless and
untidy.

Ordinarily keeps
work area neat.

Quite conscientious
about neatness and
cleanliness.

Usually neat, clean and
orderly.

Comments:                                                                                                                                                                                

                                                                                                                     

V. DEPENDABILITY

A. Attendance

Often absent
without good
excuse.

Lax in attendance.
Misses 10-12 days
per year.

Usually present.
Misses 6-9 days
per year.

Almost always
regular in atten-
dance.  Misses 3-5
days per year.

Always regular in at-
tendance.  Misses less
than 2 days a year.

Comments:                                                                                                                                                                                

                                                                                                                     
B. Punctuality / Promptness

Frequently re-
ports late to work
and on job as-
signments.

Lax in reporting
to work on time
and slow to begin
productive output.

Has casual ap-
proach towards
punctuality and
promptness- 75%
of the time.

Prompt and punc-
tual 85% of the time
in all areas of work.

Prompt and punctual
95% of the time in all
areas of work.

Comments:                                                                                                                                                                                
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C. Stability

Goes “to pieces”
or cannot per-
form under pres-
sure and dead-
lines.

Occasionally
“blows up”.  Is
easily irritated
under pressure.

Has average toler-
ance for crisis.
Usually remains
calm.

Functions well un-
der pressure; Per-
forms in crisis better
than the average
person.

Thrives under pressure.
Readily enjoys solving
crisis.

Comments:                                                                                                                                                                                

                                                                                                                     
D. Reliability

In unreliable
without close
supervision.

Sometimes re-
quires prompting.

Usually takes care
of necessary tasks
and meets dead-
lines.

Requires little su-
pervision.  Consci-
entious.  Is reliable.
Meets deadlines.

Requires absolute
minimum of supervi-
sion.  Completely reli-
able.

Comments:                                                                                                                                                                                

                                                                                                                     

VI. INITIATIVE

A. Industry

Clock watcher.
Avoids work.

Wastes time by
too much talking
or wandering.

Does required job.
Resents picking up
others slack.

Willing to do more
than required.  Con-
sistently hard
worker.

Extremely energetic
and enthusiastic toward
work.

Comments:                                                                                                                                                                                

                                                                                                                     
B. Drive

Has no person-
ally defined
goals; without
purpose.

Sets goals too
low.  Shows little
concern for
achievement or
improvement.

Has average goals.
Satisfied with
status quo.

Strives hard.  Has
high desire to
achieve.

Sets high goals and
strives to reach these.

Comments:                                                                                                                                                                                
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C. Initiative

Requires detailed
supervision and
orders; lacks
foresight.

Seldom has a new
idea, always looks
to supervisor for
guidance.

Makes occasional
suggestions.
Works out own
details.

Encourages others.
Brings ideas to su-
pervisors.   Acts on
own initiative.

Originates well thought
out ideas.  Uses initia-
tive and foresight.
Follows through.

Comments:                                                                                                                                                                                

                                                                                                                     
D. Creativity

Rarely has a new
idea; is unimagi-
native.

Occasionally
comes up with a
new idea.

Average imagina-
tion.  Often sug-
gests new ap-
proach.

Frequently suggests
new ways of doing
things.  Is very
imaginative.

Continually seeks new
and more effective
ways of doing things.
Is extremely imagina-
tive.

Comments:                                                                                                                                                                                

                                                                                                                     
E. Effort to Increase Knowledge and Ability

Does not care;
does not try to
improve. Lacks
interest.

Shows little inter-
est in overall
operation or de-
sire to learn.

Accepts but does
not seek opportu-
nities to learn.

Alert to any oppor-
tunity to learn or
expand career
knowledge. Does
not hesitate to ask
questions.

Eager to improve his /
her job potential.  Al-
ways seeking knowl-
edge to expand status.

Comments:                                                                                                                                                                                
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PERFORMANCE EVALUATION SUMMARY

Major strengths and abilities are:                                                                                                                                                           

                                                                                                                                                                                                                  

                                                                                                                              
Major weak points or areas that need improvements:                                                                                                                           

                                                                                                                              
                                                                                                                              
Plans for improvement:                                                                                                                                                                           

                                                                                                                              
                                                                                                                              

EMPLOYEE’S COMMENTS

Remarks:                                                                                                                                                                                                  

                                                                                                                              
                                                                                                                              
This appraisal was discussed with me on                                                                                                                               

(date) (Employee’s signature)

SUPERVISOR’S RECOMMENDATION
 3 Month  Annual Review

 6 Month  Other                                                                                                                        
(Effective Date of Evaluation)

 Keep present status (no change)

 Merit Increase - recommended percentage                                                            

 Promotion to                                                                                              

 Place on / or Extend Probationary Period; to date                                  

 Termination of Employment

Supervisor’s Signature:                                                                                                                                                            
(Date)

Supervisor’s Title:                                                                                         

PERSONNEL OFFICE
 

 Evaluation                                                                        

 Action                                                                               

 Date                                                                                  



Performance Appraisal Form for Staff - Example 1

Performance Appraisal - Staff

Employee Name:                                                                    ID/SS#:                                                                      

Position/Title:                                                                           Date:                                                                           

Appraisal Period: From                 to                         Supervisor:                                                                (n/a)

Appraisal Type – Period:  End of Probation  Annual   Other                                       

Use the following scale:

Exceptional = Far Exceeds Expectations
Exceeds = Exceeds Expectations
Meets = Meets Expectations
Does Not Meet = Does Not Meet Expectations
Unsatisfactory = Far Below Expectations / Unsatisfactory Performance

1. Quality of Work: (accuracy, reliability, appearance, presentation, thoroughness, organization)

 Exceptional    Exceeds    Meets    Does Not Meet    Unsatisfactory

Additional Comments:           

2. Quantity of Work: (volume of acceptable work, consistency, speed)

 Exceptional   Exceeds    Meets    Does Not Meet    Unsatisfactory

Additional Comments:           

3. Knowledge of Job: (specialized knowledge required to perform job.  Consider degree of knowledge relative to
length of time in current position)

 Exceptional    Exceeds    Meets    Does Not Meet    Unsatisfactory

Additional Comments:           

4. Communication: (effectively conveys and understands ideas/concepts, information and direction.  Confirms
information for accuracy.  Clear written and oral communications)

 Exceptional    Exceeds    Meets    Does Not Meet    Unsatisfactory

Additional Comments:           

5. Initiative/Resourcefulness: (resourcefulness, creativity and independence in meeting objectives.  Development of
new ideas, procedures and methods to compensate for and meet changing circumstances)

 Exceptional    Exceeds    Meets    Does Not Meet    Unsatisfactory

Additional Comments: 

6. Assertiveness/Motivation: (results oriented, desires to excel, works steadily and actively, pursues goals with
commitment and takes initiative eagerly)

 Exceptional    Exceeds    Meets    Does Not Meet    Unsatisfactory

Additional Comments:           



Performance Appraisal Form for Staff - Example 2

7. Cooperation: (support for organizational and department goals, willingness to undertake new assignments,
effectively maintains relationships needed to address opportunities and/or problems that may arise with respect to
his/her position)

 Exceptional    Exceeds    Meets    Does Not Meet    Unsatisfactory

Additional Comments:           

8. Attendance: (availability for work, maintains regular attendance, reports to work on time, communicates schedule
changes to supervisory personnel, available to complete responsibilities of position)

 Exceptional    Exceeds    Meets    Does Not Meet    Unsatisfactory

Additional Comments:           

9. Planning/Organization: (effectively plans and implements assignments, anticipates possible obstacles to
completing assigned tasks and compensates accordingly, meets deadlines, prioritizes duties on a daily basis,
compensates for emergencies, use of time and resources at his/her disposal)

 Exceptional    Exceeds    Meets    Does Not Meet    Unsatisfactory

Additional Comments:           

10. Other: (If applicable, list factors not considered in previous categories.  Consider only those specific to position.)
          
          
          
          

 Exceptional    Exceeds    Meets    Does Not Meet    Unsatisfactory

Additional Comments:           



Performance Appraisal Form for Staff - Example 3

OVERALL PERFORMANCE RATING

Check only one (required):

   Exceptional = Far Exceeds Expectations
   Exceeds = Exceeds Expectations
   Meets = Meets Expectations
   Does Not Meet = Does Not Meet Expectations
   Unsatisfactory = Far Below Expectations / Unsatisfactory Performance

Supervisor’s Comments:    Check if additional sheets attached

Employee’s Comments: (optional for employee.  If employee does not comment, he/she must check and initial below)
[    ]  I have been given the opportunity to have my comments included as a part of this Performance Appraisal and have
chosen not to do so.  _______ (initial)            [    ] check if additional sheets attached

Development Plan For Next Appraisal Period:
(complete for next appraisal period)

1. Primary Job Duties and/or Assignments:

2. Desired improvements or changes in employee’s job performance:

3. Supported development activities and training for upcoming period:

4. Date of next Appraisal/Review of the above:

Signatures:  (Note to Employee: Your signature certifies that you have had the opportunity to read and discuss this
appraisal with your supervisor.  Your signature does not imply that you agree or disagree with the appraisal.)

Employee Signature: __________________________________________ Date: __________

Appraisal Completed by (Supervisor): _____________________________ Date: __________

Approved by: ________________________________________________ Date: __________

Performance Appraisal Example - Staff 04.doc

Adaptation - 2004
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ART II.  CORE PERFORMANCE FACTORS
This section identifies primary areas of competency that are important to XYZ .  This section
should be completed in writing prior to the annual performance review.  Examples should be
specific and illustrate behavior during the performance period that is indicative of the
incumbent’s overall capabilities in the area.  Attach additional pages as necessary.

Use a rating scale of 1 to 5 with 1 as the lowest rating and 5 as the highest.

1. Employee does not meet minimum standards. Immediate, sustained improvement is
required.

2. Employee meets minimum expectations or fully meets some but not all standards /
expectations of the job.

3. Employee fully meets the standards/expectations of the job.
4. Employee exceeds some or all standards/expectations of the job.
5. Employee far exceeds standards/expectations of the job.

FACTOR
Includes effects on internal and external audiences.

COMMENTS AND EXAMPLES Performance
Level

Job knowledge: possessing and applying
knowledge and skills; maintaining and expanding
upon job knowledge and expertise.

Initiative: recognizing the need for action;
originating action to achieve needed results;
confronting issues and taking or organizing
appropriate action; pursuing an issue until the
problem is solved; proactive in seeking new
opportunities and ventures for XYZ .

Problem Solving: identifying problems affecting
the department or XYZ ; taking early corrective
action to avoid problems; generating new ideas
and practical solutions; setting realistic goals,
priorities, and schedules.

Quality and Productivity: producing work with
consistently high standards and maintaining good
productivity; balancing the need for both high
quality and high productivity ensuring that own
and others’ time is well spent.

Customer Service: responding with respect and
helpfulness to members, co-workers, and others,
even in the most difficult situations; building
good relationships with internal and/or external
contacts.

Accountability: taking individual  responsibility
for one’s work and assignments, follow-up, time
lines; meeting deadlines with appropriately
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completed assignments and resource utilization.

Flexibility: ability to take new circumstances in
stride; to change smoothly from one activity to a
different activity; to be perceptive of impact and
to modify behavior, to maintain composure when
challenged; open to new ideas.

Communication: conveying written and oral
communications effectively; appropriately
sharing information, negotiating and mediating
effectively; listening attentively and responding
appropriately.

Teamwork: demonstrating and promoting a spirit
of cooperation within and outside work unit;
working together toward a common goal.

Additional Comments:
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SPECIAL ACCOMPLISHMENTS:
Describe any accomplishments or special achievements which had significant impact on the
department or organization.
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PART III.  OVERALL SUMMARY
SUMMARY COMMENTS
Summarize the employee’s overall performance including strengths and areas for improvement.

OVERALL PERFORMANCE SUMMARY: Indicate the performance level that most closely
reflects how the employee’s overall performance measured up to what should normally be
expected from an employee with similar experience at this level.

 1  2  3  4  5
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PART IV.  EMPLOYEE DEVELOPMENT REVIEW AND ACTION PLANS

Career Interests - Describe the type of work the employee would like to do in the next one to five
years (To be filled out by employee):

Employee Development Plan - Identify specific actions to be taken by the employee and by the
supervisor to encourage continuous performance improvement in the current position.  These
may include on-the-job coaching or assignments, as well as more formal training and
development plans. (To be filled out by supervisor.)
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PROFESSIONAL DEVELOPMENT REVIEW
List any training programs, conferences or courses attended this year to improve present job
skills, or for career development:

PART VI.  SIGNATURES/DATES* The employee’s signature acknowledges that a review has occurred. 
It does not necessarily signify agreement with the contents.

Employee Date

Immediate Supervisor Date

Next Level Supervisor Date

Human Resources Date

* No part of this form or any related guidelines constitute an express or implied contract of employment except as
otherwise provided in the XYZ /ASU contract.

PART VII.  COMMENTS BY EMPLOYEE (if needed)  (to be completed within seven days following
the annual performance review discussion..)  Employee comments attached?  Yes  No  

G:\XYZ \Executive Office\KIR\2004 Evaluation.wpd
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EMPLOYEE NAME           TITLE           

REVIEW DATE:           

INDIVIDUAL  CONDUCTING EVALUATION:           

INSTRUCTIONS:

This form is to be completed when:

• Prior to completion of 30-day probationary period..

• A 6 month review is required.

• An annual review is required.

• The employee changes assignments within ARBO.

• An interim review becomes necessary.

• It will not be necessary to complete a new evaluation should any of the above happen within three (3) months after
completion of the previous Performance Evaluation/Professional Development Plan.

This evaluation covers all important aspects of the performance since the last Performance Evaluation of the employee, a
summary of his/her current status, and a discussion of potential for growth and development.  In addition, the report
provides a vehicle for use in your appraisal meeting with the employee.

OBJECTIVES AND EXPECTATIONS

Use measurable targets, numbers and dates to describe the objectives and expectations for the coming year.  Consider this
individual’s sphere of influence as it relates to the following questions:

• What objectives and expectations do you have of this individual in meeting the goals of the American Optometric
Association?  Be specific as to financial and qualitative performance objectives.

• What are the major personal objectives, including training and development objectives from the preceding Review
period, which have been set for the individual?

PERFORMANCE LEVEL DESCRIPTION AND DEFINITION

Distinguished
Exceeds all
objectives,
actively develops
teamwork and
cooperation,
seeks new and
better ways to
accomplish tasks,
extremely
capable and very
versatile in
adjusting
priorities to
current needs, an
effective
communicator.

Exceptional
Consistently
meets and often
exceeds
objectives.
Actively
contributes to
achievements of
overall
association goals.
Superior
performance in
all aspects of job.
Performance well
above the
competent level.

Proficient
Consistently
meets and
occasionally
exceeds
objectives, full
utilization of
ability and
experience to
produce the
desired results
that are expected
from a qualified
employee.

Needs
Improvement
Usually meets
objectives, areas
for improvement
noted in
appraisal, level
of performance is
less than
expected.

Unsatisfactory
Doesn’t meet
objectives, falls
short of required
performance,
consider
probationary
period, transfer
to a more
suitable job or
termination.
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PERFORMANCE EVALUATION

PERFORMANCE EVALUATION:  Indicate by check marks how well this employee did on each factor that is relevant to the
particular job.  While comments are always appropriate, they are required to explain instances where “Distinguished” or
“Unsatisfactory” has been checked.

PERFORMANCE FACTOR
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Effectiveness in Planning and Organizing the Work:  Consider how
well the employee provides for long and short range needs; how well
he/she sets up work schedules; whether the individual approaches
projects systematically.

          

Effectiveness in Assuring that Work Schedules are Met:  Consider
how adequately he/she monitors the progress of work; how well the
employee meets deadlines without last minute rush.

          

Effectiveness in Maintaining Required Quality:  Consider the quality
of his/her work; whether his/her quality standards are adequate; how
well he/she sets up ways to assure meeting them.

          

Degree of Technical Competence in His/Her Function:  Consider how
well the employee knows the requirements of his/her special field and
how well he/she applies this knowledge; how well he/she stays abreast
of new developments.

          

Adherence to ARBO Policies and Practices:  Consider the employee’s
knowledge about the association, its policies and procedures; how well
the employee adheres to them, or inputs appropriate changes; ensures
that safety procedures are followed.

          

Initiative in Assuming and Discharging Responsibility:  Consider the
individual’s willingness to assume new or additional responsibilities;
how well does he/she follow through on assignments?

          

Ability to Work Independently (Relative to Level and Position):
Consider whether the employee coordinates his/her activities with
others; is the employee productive when left alone?

          

Effectiveness in Making Decisions:  Consider the employee’s ability
to analyze the problem and make sound decisions.

          

Ability to Accept Supervision:  Consider the employee’s willingness
to perform as a team member including understanding the team’s
goals and accepting direction where appropriate.

          

Effectiveness in Relations With Members:  Consider how responsive
he/she is to members within ARBO’s policies and practices and sound
business practice.

          

Effectiveness in Relations with Employees:  Consider how the
individual works with other employees; how well he/she gets the point
across to others and gains their acceptance and cooperation.

          

Other Performance Factors to be Considered:
          

          

OVERALL PERFORMANCE SUMMARY:  Indicate the performance level that most closely reflects how the employee’s overall
performance measured up to what should normally be expected from an employee with similar experience at this level.

Distinguished Exceptional Proficient Needs Improvement Unsatisfactory
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Professional Development Plan

EMPLOYEE’S EXPRESSED CAREER GOALS           

DEVELOPMENT ACTION PLAN           

GOALS           

Describe the specific actions which you and this individual expect to take during the next review period to prepare
him or her for increased responsibilities or management.

ACTIVITY DESCRIPTION           

TARGET DATE           

I have read the above appraisal and wish to make the following comments

          

Employee’s Signature Date

Note:  Signature of employee does not necessarily indicate agreement with results of evaluation.
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Salary Recommendation

This section to be completed after employee has signed evaluation.

Current Salary $          

Recommended Increase %          

Proposed Salary $          

Approvals

Supervisor Group/Center Director Executive Director



1

SELF APPRAISAL DEVELOPMENTAL QUESTIONNAIRE

Employee Name: Review Date:

These questions are intended to help you think objectively about your performance in your current position and
your future within the ARBO.  Your supervisor will also be developing an evaluation of your performance and
an assessment of your capabilities based on the work you are now doing.  A sincere, constructive discussion
between you and your supervisor will help establish a plan on which any needed improvements in your
performance and a program for your future development can be based.

This questionnaire needs to be completed and turned into your supervisor prior to the Performance Evaluation.

Regarding Your Current Job

A. Do you feel your capabilities are being fully utilized on your present job?  What changes would you like
to see made in your present job which would help you to improve your performance or further your career
growth?  Suggest actions you would like your supervisor to take to help you accomplish your goals.  What
skills do you have which you feel could be better utilized on the job?

          

Supervisor’s Response:         

B. What do you regard as your most important assets or strengths, in terms of personal or experience-related,
that you bring to the job?

          

Supervisor’s Response:           

C. What were your major contributions and/or achievements during this review period?

          

Supervisor’s Response:           

D. Please identify job limitations you would like to improve?

          

Supervisor’s Response:           

E. What part of your job could you do better?
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Supervisor’s Response:           

F. Are there any aspects of your present job in which you feel you need more experience or training?  Which
ones?  What could ARBO provide you to make you more effective in your job and/or cost effective?

          

Supervisor’s Response:           

H. Do you feel the resources available are adequate?

          

Supervisor’s Response:           

EMPLOYEE PREPARATION LIST

1. Be prepared to discuss objectives you achieved, and those that were not accomplished.  Prepare a list of new
goals and objectives.

2. Be prepared to discuss your responses you have provided on this form.

♦ What do you think has been your most valuable contribution(s) to ARBO during this period?
♦ Which areas do you need to improve?
♦ What’s keeping you from reaching your full potential?
♦ What frustrates you, and how can this be alleviated?
♦ What are your career goals or interests?
♦ What can ARBO do to help you achieve your goals or interests?

Employee’s Signature ______________________________________________ Date ________________

Supervisor’s Signature ______________________________________________ Date ________________
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Dallas Human Resources Management
Association, Inc.

Employee: ______________________________ Division (circle):    DHRMA     Dallas HR     HR SOUTHWEST

Review Period: ______________________ Position: __________________________________

Manager Name:______________________ Date: _____________________________________

Length of time you have supervised this Employee: __________________________________

INSTRUCTIONS:  This performance review is divided into four main areas.  These include: Annual Goals,
Leadership Competencies, Goals for the Future and the Summary and Overall Rating.  Before this evaluation
form is completed, feedback will be requested from business partners as appropriate.

Annual Goals
• At the beginning of the review period, individual goals with specific success factors should be

developed that support the overall corporate goals.
• At the end of the review period, the success towards attainment of the goals is recorded.

Competencies
• Each competency is designed to evaluate performance goals and standards.
• Rate each competency.  Provide comments on individual performance.
• Select a rating from the Rating Scale that is supported by the comments.

Goals for the Future
• At the beginning of the review period, record major accountabilities and goals for the next review

period.
• Future goals/objectives should be developed supporting the overall Corporate strategic plan.
• At the end of the review period, consideration should be given to transfer of future goal/objective to next

annual goal.

Summary and Overall Rating
• The Manager completes the summary section with an overview of the individual’s strengths and areas

for improvement.
• Select a rating from the Rating Scale that is supported by the individual ratings as well as the

associated comments.

RATING DEFINITION
5 = Superior Mastery over all essential skills and knowledge needed for the competency
4 = Excellent Demonstrates a high degree of expertise in all aspects of the competency
3 = Meets Expectations Performs the entire range of duties in a professional manner
2 = Needs Improvement Improvement is needed in performing essential duties satisfactorily
1 = Unacceptable Does not perform essential duties in a satisfactory manner
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Section 1

GOALS / PERFORMANCE OBJECTIVES
At the beginning of the review period the Manager and Employee will establish agreed upon, measurable goals.
Goals will generally be focused on financial management, customer service and employee measurements. In the
space provided below, record the goal, the success factors that will define achievement for each goal and indicate the
target date to be achieved.  At the end of the review period, a rating will be recorded.

GOAL/OBJECTIVE TARGET ACTUAL

1 = Did Not Meet
2 = Met Some
3 = Met Most
4 = Met All
5 = Exceeded

Goal: _______________________________________________

Success Factors
• 

• 

• 

• 

   5    4    3    2   1
         

         
         
         
         

Goal: _______________________________________________

Success Factors
• 

• 

• 

• 

   5    4    3    2   1
         

         
         
         
         

Goal: _______________________________________________

Success Factors
• 

• 

• 

• 

   5    4    3    2   1
         

         
         
         
         

Goal: _______________________________________________

Success Factors
• 

• 

• 

• 

   5    4    3    2   1
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Section 2 - LEADERSHIP COMPETENCIES    5      4     3      2     1
               

Results / Action Oriented
• Sets high performance standards and pursues aggressive goals                
• Exceeds goals successfully                
• Bottom-line/final results oriented                
• Is self motivated and pushes others for results                
• Strives for constant improvement                

Comments:

Interpersonal Skills / Communication Skills    5      4     3      2     1
• Builds effective work relationships; demonstrates cooperation and trust with

colleagues; participates as a team player                
• Uses diplomacy and tact; negotiates effectively                
• Treats others with respect and dignity                
• Relates well to all kinds of people                
• Possesses effective written communication skills                
• Exercises good listening skills                
• Possesses effective verbal communication skills                
• Seeks out feedback and constructive criticism                
• Accountable for own actions; takes responsibility for self                

Comments:

Ethics    5      4     3      2     1
• Exhibits ethical behavior and integrity                
• Exhibits ethical behavior and integrity                
• Has a positive approach and represents the corporate culture                

Comments:

Service Focus    5      4     3      2     1
• Knows the internal and/or external business partner, their priorities and requirements,

and meets their needs                
• Gains business partners trust and respect                
• Meets commitments and follows through to internal and/or external customers                
• Makes special effort to take corrective action when needed                
• Develops networking relationships                

Comments:

Problem Solving / Decision Making    5      4     3      2     1
•  Identifies potential problems quickly and directly                
• Effectively diagnoses problems and thoroughly analyzes information; identifies cause
by questioning and probing                
• Manages conflict; overcomes obstacles                
•  Knows when to change direction and when to ask for help                
• Creative and thinks outside the box                
• Weighs risks, exercises good judgment, considers impact                
• Makes sound decisions without personal biases; maintains objectivity                
• Makes prompt decisions under time constraints                
• Is secure in decision making; communicates decisions with confidence                

Comments:                
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Section 2 - LEADERSHIP COMPETENCIES – Continued         5      4     3      2     1
               

Business Knowledge
• Understands the mission and values of the organization                
• Knows the nature of the industry and the impact of this on one’s job                
• Demonstrates an understanding of issues and technology relevant to the business                
• Knows the systems, policies and processes used in the organization                
• Knows the inter-relationships of the various functions/components of DHRMA, Inc.

and how to work through those functions to achieve results                
• Understands the not-for-profit culture                

Comments:

Financial Alignment    5      4     3      2     1
• Understands financial objectives                
• Creates realistic financial plans with solid projections                
• Monitors and evaluates results utilizing financial resources and advises and takes

action accordingly                
• Actively contributes to the overall business health of the organization by

cost/inventory control and revenue generation                
Comments:

 Planning/Goal Setting    5      4     3      2     1
• Is a visionary                
• Effectively communicates their vision                
• Sets and communicates goals and priorities; develops action plans                
• Manages resources and creates contingency plans                
• Practices sound project management, time management and stress management                

Comments:

Managing and Developing Others    5      4     3      2     1
• Provides challenging and stretching tasks and assignments                
• Sets clear objectives and measures                
• Monitors process, progress, and results appropriately                
• Delivers timely and objective feedback on accomplishments                
• Constructs compelling development plans and executes them                

Comments:

Team Leadership    5      4     3      2     1
• Utilizes the skills and talents of the team members to enhance the team results                
• Invites input from all team members                
• Clearly and comfortably delegates routine and important tasks and decisions                
• Broadly shares both responsibility and accountability                
• Promotes and rewards team accomplishments                

Comments:

Navigating Change    5      4     3      2     1
• Is very flexible and adapts to circumstances/change                
• Effectively charts courses of action during change and helps others on the team during

the transition                
Comments:
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Section 3

GOALS FOR THE FUTURE
At the beginning of the review, period the Manager and the Employee will establish agreed upon, measurable goals for
the next review period and beyond.  Future goals should be developed supporting the Corporate Strategic Plan.  In the
space provided below, record the goal and the agreed upon target date.

GOAL/OBJECTIVE TARGET DATE

Section 4
Feedback Summary:  Include feedback obtained from business partner(s).
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Overall Combined Rating : Using the scale below:
Select an overall rating for Section 1(Goals/Performance Objectives) and Section 2 (Leadership Competencies).
Record results in the box to the left.
Rating: Scale:

                1                   2                      3                   4                      5
          Unacceptable       Needs Improvement         Meets Expectations           Excellent                        Superior

Performance Trend:
  Improving            Steady
  Declining             Changed jobs this year

For Weighted Overall Combined Rating:
Relative
Weight Rating

Weighted
Rating

Goals/Performance Objectives 40% X =
Leadership Competencies 60% X =

100% Overall Results
Strengths:

Opportunities for Development:

Employee's Feedback:

Signatures:

Employee Date Executive Director Date

  Divisional Manager       Date
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FLORIDA INSTITUTE OF CERTIFIED PUBLIC ACCOUNTANTS

NON-EXEMPT EMPLOYEE PERFORMANCE EVALUATION
To be Completed by Supervising Manager or Director

Name (Last, First, Middle Initial)

          
Title

          
Evaluation Period

          

Instructions:

1. Place an "X" in the box under the performance level category that most expresses your evaluation of each performance trait.
2. Consider the individual's entire performance on each trait.  Don't base your judgment on only one or two incidents.
3. Space is provided on the last page for comments and explanations.

Performance Level Categories:

Far Exceeds Expectations The employee consistently exceeds job requirements. Exceptional in all aspects of the performance trait.  Extraordinary accomplishment or achievement.  Outstanding
work.

Exceeds Expectations The employee is highly capable and frequently exceeds expectations in one or more aspects of the performance trait.  Demonstrates above average ability and initiative.

Meets Job Requirements The employee is performing at the expected level in all aspects of the performance trait on a regular basis.

Needs Some Improvement Performance meets some, but not all requirements of the performance trait.   Job accomplishments fall short of expectations.  Improvement is necessary.

Immediate Improvement
Needed

Performance does not meet most aspects of the performance trait.  Fails to demonstrate sufficient ability or intent to perform satisfactorily.  Requires regular and ongoing
attention.  Immediate improvement is required.

Performance Traits Immediate
Improvement

Needed

Needs
Some

Improvement

Meets
Job

Requirements

Exceeds
Expectations

Far
Exceeds

Expectations
QUALITY OF WORK
Works in an organized manner.
Produces work that is accurate and neat.
Work is complete and thorough.

Overall
Very careless. Often

makes mistakes. Poor
work quality.

Rather careless.
Supervision needed to

ensure quality.

Satisfactory work
quality.

Accurate, high quality
work. Few mistakes.

Outstanding accuracy
& quality. Rarely

makes errors.
DEPENDABILITY
Reliable in completing assigned tasks.
Follows instructions; responds to management direction;

stays on task without constant supervision.
Good attendance.

Overall
Very neglectful. Needs

close supervision.
Often fails to complete

tasks.
Generally dependable. Very reliable. Low

supervision needed.
Extremely dependable

and consistent with
work.

QUANTITY OF WORK
Volume of work accomplished meets expectations.
Completes work in a timely manner
Strives to increase productivity.

Overall
Volume of work at
unacceptable level.

Slow output.  Often
behind in work.

Satisfactory output.
Produces average

amount.

Rapid worker.  Above
average output.  Often
does more than own

share

Efficient and effective
producer.  Far

exceeds production
expectations.

COOPERATION
Assists Institute members, the public, and work associates

with a pleasant attitude.
Interacts effectively with supervisor.
Offers assistance and support to co-workers and displays

teamwork attitude.
Overall

Uncooperative, poor
work relationships

Some difficulty getting
along with others. Has

trouble in stressful
situations.

Gets along well with
others under normal

conditions

Willing worker.
Cooperates readily.
Agreeable, tactful,

obliging.

Exceptional team
worker in any

situation. Flexible.
Inspires cooperation.
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Performance Traits (cont.) Immediate
Improvement

Needed

Needs
Some

Improvement

Meets
Job

Requirements

Exceeds
Expectations

Far
Exceeds

Expectations
JOB KNOWLEDGE
Displays thorough understanding of job duties and

Institute’s policies and procedures.
Exhibits ability to learn and apply new skills
Displays understanding of how job relates to others.

Overall
Insufficient knowledge
in most phases of job.
Lacks ability or intent
to maintain adequate

job knowledge

Limited knowledge of
Institute activities and

job duties

Has sufficient
knowledge to do job.

More than adequate
knowledge of job

duties. Quickly grasps
new instructions.

Thorough knowledge
of all aspects of job.

Grasps new concepts
with little direction.

COMMUNICATIONS
Exhibits good listening and comprehension.
Selects and uses appropriate communication methods.
Good expression of ideas and thoughts both verbally and

in written form.
Overall

Communication skills
ineffective.

Needs direction in
maintaining correct

communication.

Adequate in relaying
thoughts and ideas.

 Excellent verbal and
written skills.  Well

understood.

Superior verbal and
written skills. Clear

and concise.
COMPUTER KNOWLEDGE
Demonstrates required computer skills.
Adapts to new technologies and programs.
Mindful in using technology to increase productivity.

Overall
Lacks basic computer

skills. Slow to learn
new programming.

Has trouble grasping
new technologies.

Only has basic
computer skills.

Adequate knowledge
of computer programs.

 Above average
knowledge of

computer. Quick to
learn.

Thorough knowledge
of computer programs.

Takes initiative to
continue learning.

CUSTOMER SERVICE
Displays courtesy and sensitivity.
Manages difficult or emotional member situations.
Responds promptly to member needs.

Overall
Lacks key customer

service skills.
Has trouble in difficult

situations.
Adequately deals with
member’s questions

and concerns.

 Provides high level of
customer service.
Always willing to

serve.

Exceptional customer
service skills. Goes
above and beyond.

INITIATIVE
Self motivated in completing assignments.
Makes suggestions to improve performance or

productivity.
Seeks out new assignments and assumes additional

duties as needed.
Overall

Heavily relies on
others.  Requires

constant prompting to
proceed with work

assignments.

Needs supervision to
complete tasks.

Rarely uses
opportunity to improve

work.

Does regular work
without prompting.

Proceeds on assigned
work voluntarily.

Frequently devises
better ways of doing

job.

Self-starter. Always
takes positive steps to

improve work.

OVERALL EVALUATION
Using a combination of all the above factors, give the
overall rating.

Immediate
Improvement

Needed

Needs
Some

Improvement

Meets
Job

Requirements

Exceeds
Expectations

Far
Exceeds

Expectations

Complete all of the following sections.

1. Describe accomplishments and strong points of the employee's job performance that were demonstrated during the evaluation period.

          

2. Describe any area(s) of the employee’s job performance needing development or improvement.
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3. Describe goals to be achieved in the upcoming year.  (Include specific actions to be taken by supervisor and/or employee in areas needing
development or improvement.)

4. Additional Comments

Signatures
Supervisor Date

Sr. Director/Director Date

Employee’s Comments

Employee Date
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Performance Evaluation

Employee Name:______________________________________

Title: _______________________________________________

Date of Review: ______________________________________

Level Performance Description/Indicators

5 Clearly and consistently exceeds communicated performance requirements.
Contributes to the Council’s success well beyond job requirements

4 Consistently meets communicated performance requirements and often exceeds
requirements in key performance areas.  Requires less than nominal supervision.

3 Consistently meets communicated performance requirements which were
identified as the basis for evaluating individual performance.  Does not require
more help from supervisor and others than is normally required by the position.
Very satisfactory performance

2 Meets the minimal performance requirements: requires more than normal help
from others.  Problem areas need to be monitored and documented.  Development
is needed to meet performance requirements consistently.

1 Fails to meet performance requirements, problem areas need to be monitored and
document with appropriate personnel action taken.

Performance Rating Level

Performance Categories 5 4 3 2 1

Quality of Work
Comments
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Performance Categories 5 4 3 2 1

Skills (PC, Typing, etc.)
Comments

Quantity of Work
Comments

Knowledge of Job
Comments

Cooperation/Attitude
Comments
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Dependability/Attendance/Tardiness
Comments

Initiative
Comments

Communications (Written and Oral)
Comments

Overall Performance
Comments
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Goals:

Signed:______________________________________________________________Date: ________________
Evaluator

Signed: ______________________________________________________________Date:________________
Employee




