PERFORMANCE PLANNING AND APPRAISAL FORM

FOR NON-MANAGEMENT EMPLOYEES
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	PART I.
SUMMARY
	

	IDENTIFICATION SECTION
	

	Employee’s Name


	Evaluation Period

From:


To:

	Job Class Title


	Department/Section/Unit

	Purpose of Evaluation

(   )
Annual
	(   )
Probationary
	(   )
Special



	Performance Evaluation Section
	

	Overall Performance Rating: 

(   ) Exceeds Expectations
	(   ) Meets Expectations
	(   ) Needs Improvement

	Performance Strengths:



	Area(s) of Development:



	
	
	

	Rater Signature
	
	Date

	
	
	

	Reviewer Signature
	
	Date

	
	
	

	Reviewer Signature
	
	Date

	
	
	

	I certify that my supervisor has reviewed this report with me and given me an opportunity to ask questions on all phases of this report.  My signature does not necessarily indicate my concurrence with this evaluation.  Note:  Employees may provide and attach written documents to this evaluation.

	(   )
Agree with evaluation
	(   )
Disagree with evaluation

	
	

	Employee Signature:
	Date:




PART II. 
RATING FACTORS
	Exceeds Expectations
	Meets Expectations
	Needs Improvement

	A. 
JOB KNOWLEDGE

	(   )
	(   )
	(   )

	Exceptional knowledge and well-skilled in entire job area
	Satisfactory knowledge and well-skilled on most phases of the job
	Basic knowledge and skill; may lack fundamental knowledge and/or skill for the job

	Comments:

	

	

	

	

	B. 
JOB ACCOMPLISHMENT

Rater should check one box for quality and one for quantity.

	(   )
	(   )
	(   )

	Quality and/or quantity of work are above expectations
	Quality and/or quantity of work are satisfactory
	Performance is inadequate to meet all job requirements

	(   )
Quality
	(   )
Quality
	(   )
Quality

	(   )
Quantity
	(   )
Quantity
	(   )
Quantity

	Comments:

	

	

	

	

	C. 
ACCEPTANCE OF RESPONSIBILITY

	(   )
	(   )
	(   )

	Assumes and/or seeks greater responsibilities than required
	Readily accepts responsibilities directly related to the job
	Avoids most responsibilities and/or assumes only when specifically assigned

	Comments:

	

	

	

	

	D. 
ADAPTABILITY TO WORK SITUATION

	(   )
	(   )
	(   )

	Performs effectively, even under pressure or in difficult situations
	Adequately adapts to day-to-day demands of the job
	Demonstrates difficulty with adaptability in routine and/or other than routine situations

	Comments:

	

	

	


RATING FACTORS (continued)

	Exceeds Expectations
	Meets Expectations
	Needs Improvement

	E.
WORK HABITS

	(   )
	(   )
	(   )

	Demonstrates excellent organization and great interest.
	Demonstrates average efficiency and interest.
	Demonstrates shallow interest/organization, may require constant supervision and/or have a low production rate.

	Comments:

	

	

	

	

	F.
ATTENDANCE AND PUNCTUALITY

	(   )
	(   )
	(   )

	Extremely punctual and dependable
	Usually observes working hours; only routine absence from work
	Excessive lateness and/or absence from work

	Comments:

	

	

	

	

	G.
PROBLEM ANALYSIS AND DECISION MAKING

	(   )
	(   )
	(   )

	Consistently demonstrates ability to solve difficult and/or complex problems
	Usually displays good judgment resulting from sound evaluations
	May overlook and/or misjudge basic factors resulting in decision making problems

	Comments:

	

	

	

	

	 H.
INTERPERSONAL RELATIONS

	(   )
	(   )
	(   )

	Develops and maintains effective working relationships even under difficult circumstances
	Gets along with others reasonably well
	Has difficulty getting along with others which hinders effectiveness

	Comments:

	

	

	


RATING FACTORS (continued)
	Exceeds Expectations
	Meets Expectations
	Needs Improvement

	I. 
COMMUNICATIONS

	(   )
	(   )
	(   )

	Outstanding ability to communicate clearly and concisely
	Usually communicates effectively
	Has difficulty communicating, sometimes leading to ineffectiveness

	(   )
Oral
	(   )
Oral
	(   )
Oral

	(   )
Written
	(   )
Written
	(   )
Written

	Comments:

	

	

	

	

	J.
USE OF MATERIALS AND EQUIPMENT

	(   )
	(   )
	(   )

	Obtains maximum utilization of materials and/or equipment
	Routinely conserves and/or maintains equipment
	Occasionally and/or unacceptably wasteful and/or careless

	Comments:

	

	

	

	

	K.
SAFETY

	(   )
	(   )
	(   )

	Outstanding safety record and knowledge of safety practices; consistently identifies and reports safety hazards
	Demonstrates good knowledge and understanding of safety
	Sometimes disregards safety practices, which may result in serious consequences

	Comments:

	

	

	

	


	Not applicable
	Exceeds Expectations
	Meets Expectations
	Needs Improvement

	L.
SUPERVISION

	(   )
	(   )
	(   )
	(   )

	Not Applicable
	Leadership qualities are outstanding; minimum difficulties with supervision
	Maintains satisfactory operation such as developing adequate control and teamwork
	Maintains minimum efficiency of position; lacks some qualities that make an effective supervisor

	Comments:

	

	

	


PART III.

CAREER DEVELOPMENT 
PART IV.

NARRATIVE

This portion of the performance planning and appraisal form is to be used by the Rater(s), Reviewing official(s) and/or the employee for additional comments.
�
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