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	Employee Name

	
	Job Title
	
	

	Department
	
	Supervisor
	
	

	Start Date with Company
	Start Date in Current Position
	Review Period Start
	Review Period End


Rate yourself on the items listed below using the following ratings.
	Consistently, over time, performs all duties in an exceptional manner; significantly exceeds EXCEPTIONAL                          expectations with exceptional quality, quantity and timeliness of work; significantly exceeds 
5                             all objectives, always achieves exceptional results well beyond those expected of the                   position.  
                                                             Note:  Usage of this category is highly limited.

	 EXCEEDS                                      Consistently exceeds the normal expectations for the position; exceeds expected criteria for quality, quantity and timeliness of work; consistently exceeds goals and objectives; achieves 
4                             results beyond those expected for the position.

	MEETS                                           Consistently performs all duties of the position in a fully capable manner; meets all expected 
          3	                        criteria for quality, quantity and timeliness of work, including meeting goals and objectives.

	
                                                      Performs many duties in a capable manner; meets some goals and objectives, but requires 
NEEDS IMPROVEMENT            improvement in quality, quantity and timeliness of work to achieve overall satisfactory 
                2                             performance; may require more supervision than expected for assignment.  Could be the                  performance level of those new to a position.

	UNSATISFACTORY                   Unacceptable performance suggesting lack of willingness and/or ability to perform the       requirements of the position.  Separation or reassignment is indicated unless performance 
                   1	  improves significantly.  Requires excessive supervision.





	SECTION I:  GOALS
	 
	 
	 
	 
	 
	 
	 

	 
	Goal
	General comments and summary relating to the status of the goal, 
attainment, difficulty of goal and impacting factors.
	Rating

	1
	 
	  
	 

	2
	 
	 
	 

	3
	 
	 
	 



	 
	 
	 
	                  
	
	GOAL AVERAGE
	 






		SECTION II:  JOB DUTIES
	 
	 
	 
	 
	 
	 

	Essential job functions as outlined in employee's job description.
	Rating

	 
	 




SECTION III:  COMPETENCIES

	 
	 
	 
	 
	 
	 


	Competency
	Description
	Comments
	Rating

	 (EXAMPLE)

Communications
	Exhibits good listening and comprehension. Expresses ideas and thoughts in written form. Expresses ideas and thoughts verbally. Keeps others adequately informed. Selects and uses appropriate communication methods.

	Attend and represent client during monthly program reviews and provide updates via meeting minutes or brief sync meetings. 
	 3

	Please select a competency
	
	 
	 

	Please select a competency
	
	 
	 

	Please select a competency
	
	 
	 

	Please select a competency
	
	 
	 

	Please select a competency
	
	 
	 


	 
 
	COMPETENCY AVERAGE
	 

	 SECTION IV:  SUPERVISOR COMMENTS
	 
	 
	 
	 
	 
	 

	 



	SECTION V:  OVERALL EVALUATION
	 


	Section
	Weight
	
	Section Rating
	

	I
	Goals
	25%
	
	
	
	

	II
	Job Duties
	25%
	
	
	          
	Overall Rating


	

	III
	Competencies
	50%
	
	
	
	
	

	SECTION VI:  FUTURE GOALS
	

	
	Goal
	
	General comments and summary relating to the difficulty of goal and impacting factors.

	1
	
	
	

	2
	
	
	

	3
	
	
	

	[bookmark: _GoBack]4
	
	
	

	SECTION VII:  EMPLOYEE COMMENTS
	

	
	

	SIGNATURES
	

	Employee	Date
	
	Supervisor	Date

	Next Level Approval
	
	Date
	Other (Optional)
	Date



Employee signature acknowledges receipt of review and does not necessarily indicate agreement. If Employee disagrees with any of the information contained above, Employee understands that Employee may submit a written statement explaining his or her position. This document may be placed in your personnel file.
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