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MANAGEMENT AND MIDMANAGEMENT PERFORMANCE APPRAISAL FORM
	Employee Name:

Title:  
	Evaluation for the period: 



	Supervisor: 
Title:  
	Department:  


	

	Part 1:  Employee Objectives and Accomplishments

	REVIEW LAST YEAR’S OBJECTIVES AND REPOrT ON WHETHER OR NOT the employee met THESE objectives, Partially Met, or not met and Explain. Both the rater and employee may concurrently review and comment on the status of these objectives if the rater wants employee input.

	

	List key accomplishments the employee achieved that were not included in last year’s objectives.  Explain the value of the accomplishment:

	

	Part 2:  Performance Ratings

Select the most appropriate rating from the options below and put it in the rating box to the right of the overall rating factor.  Assign an overall rating for each category and based on the factors and support this rating in the comment section. 

	Performance Rating Scale:

Exceeds Expectations (E):

· Performance results consistently exceed expectations

· Consistently demonstrates behavior and skills that produce tangible results that are clearly exceptional

· Employee is a role model

· Employee requires minimal supervision

Meets Expectations (M):

· Performance results generally meet standard expectations in every area, and exceed in some areas

· Can be counted on to overcome obstacles to achieve goals

· Employee requires minimal to normal supervision and direction

Needs Improvement (N):

· Performance results generally meet standard expectations in some areas

· Frequent close supervision and direction are required

· Employee and manager must devise a performance improvement plan and reevaluate in 60 days  

Unsatisfactory (U):

· Performance is consistently below job requirements

· Employee and manager must devise a performance improvement plan and reevaluate in 60 days  

	Performance Rating Factors
	Rating:

	Achieving Objectives
	

	· Based on the previous summary of meeting objectives, assign an overall rating on the accomplishment of a significant proportion of assigned objectives for the rating period, taking into consideration changes in priorities, overall workload and other accomplishments.
	

	Comments:

	Getting the Job Done (use the factors below to determine rating)
	

	· Demonstrates sufficient technical knowledge to perform job functions well.
	

	· Applies creativity and innovation to problem solving.
	

	· Works rapidly without sacrificing skill and accuracy.
	

	· Is timely with reporting and administrative follow-up.
	

	· Responds to complex situations without losing focus of key objectives.
	

	· Embraces unanticipated, new and different projects.
	

	· Organizes ideas and information logically.  Effectively communicates in writing and orally.
	

	· Performs the essential duties of the position effectively.
	

	Comments:

	Building Positive Relationships (Teamwork/Customer Service)
	

	· Plans and sets priorities for self and subordinates. 
	

	· Involves team members in the planning of work that affects them.
	

	· Addresses others in a respectful, helpful manner.
	

	· Shares relevant information to help others understand, and is receptive to inquiries.
	

	· Effectively listens and is able to provide appropriate feedback which demonstrates an understanding of the issues. 
	

	Comments:

	Providing Leadership
	

	· Effectively communicates expectations to staff.
	

	· Demonstrates integrity in the workplace.
	

	· Takes responsibility for personal actions as well as actions of subordinates. 
	

	· Displays insight, flexibility and good judgment.
	

	· Addresses conflict in a timely and tactful manner.
	

	· Improves systems, processes and practices.
	

	· Overcomes challenges. 
	

	· Projects professionalism through attitude and attire. 
	

	Comments:  

	Developing Talent (complete this section only if the employee being rated is responsible for direct supervision)
	

	· Hires and develops high-quality employees.
	

	· Facilitates career development of employees through providing training opportunities and encouraging participation. 
	

	· Gives team members’ authority to make decisions within their job responsibilities.
	

	· Administers performance reviews (and any follow up actions resulting from them) fairly and on time.
	

	Comments:


	Career Development
	

	· Actively pursues learning and self-development to enhance personal, professional and departmental growth.
	

	· Acts independently and seeks out challenging assignments to improve and increase skills and knowledge.
	

	· Critiques own behavior, learns from mistakes and is open to constructive feedback to improve future performance.
	

	Comments:

	Financial Management
	

	· Understands budget priorities and fiscal constraints. 
	

	· Maximizes use of available resources to deliver services.
	

	· Tracks budget expenses and revenues and works within the budget allocations. Recommends appropriate budget amendments and fee amendments. 
	

	· Manages contracts and related budgets.
	

	Comments:

	OVERALL PERFORMANCE RATING FOR THE RATING PERIOD:  Select the most appropriate rating factor and support your selection with the facts in the comment section
	

	COMMENTS:



	Part 3:  Performance Planning
To be completed with both the employee and evaluator. 

	Develop specific, clear objectives for the next rating period with due dates.  When possible, break the OBJECTIVEs into steps and identify the steps to be completed in order to meet the identified OBJECTIVE and establish timelines for each step.

	1. List those objectives to be carried forward due to theIR being on-going or not accomplished
2. New objectives (review departments objectives and consider incorporating these objectives in this section)


	Identify developmental opportunities and specific issues the employee needs to address and list how you will assist in helping the employee address these issues.

	

	Employee Signature
	Supervisor Signature

	Name:
Date:
	Name:

Date:
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