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	Employee Name (Last, First, Middle)
[bookmark: Text3]     
	ADP ID 
[bookmark: Text4]     
	Department
[bookmark: Text5]     

	Position Title
[bookmark: Text6]     
	Supervisor Name
[bookmark: Text7]     

	Organizational Unit
[bookmark: Text37]     
	Evaluation Period
[bookmark: Text9]     

	Performance Evaluation Instructions
1. Complete the employee and evaluation information in the table above.
2. Identify which of the five Performance Ratings best describes the employee’s performance for each Performance Factor and mark the appropriate box.  
3. Enter supporting comments for each Performance Rating.
4. Consider the employee’s job duties in relation to the Performance Factors. On the Overall Performance Rating Table, assign a percentage to each performance factor in association with the employee’s job duties. Enter the weighted percentages in decimal form. To calculate, divide the percentage by 100. (Example: 40 % is calculated as 40/100 = .40) Your Weight Total must equal 100%. 
5. Enter goals for the next performance cycle. 
6. Enter supervisor comments as needed. 
7. Review the evaluation with the employee and provide the employee with an opportunity to make comments in the appropriate section. 
8. The supervisor and employee should sign in the designated area. Forward the completed form to the department chair/next level supervisor. Submit completed forms (with all appropriate signatures) to the Office of Human Resources by the established deadline.

	Performance Ratings 
5  =  Far Exceeds Expectations– Employee consistently exceeded all performance expectations throughout the entire year
4  =  Exceeds Expectations – Employee met and occasionally exceeded performance expectations
3  =  Meets Expectations – Employee met performance expectations
2  =  Needs Improvement – Employee did not meet some performance expectations and is not performing at an overall acceptable level
1  =  Unsatisfactory – Employee is not performing job expectations at an acceptable level and/or did not meet any performance expectations
	Overall Rating 
	4.50 - 5.00  Far Exceeds Requirements
3.50 - 4.49  Exceeds Requirements
2.50 - 3.49  Meets Requirements
2.00 - 2.49  Needs Improvement
1.00 - 1.99  Does not Meet Requirements






	
Performance Factors
	Performance Rating

	Description
	(1)

Unsatisfactory
	(2)
Needs Improvement
	(3)
Meets Expectations
	(4)
Exceeds Expectations
	(5)
Far Exceeds Expectations
	
N/A

	Position Responsibilities
	|_|
	|_|
	|_|
	|_|
	|_|
	

	Understands all requirements of the job and demonstrates the functional and technical skills needed to perform required duties and responsibilities. Applies prior knowledge and/or experience to new assignments.

	[bookmark: Text2]Comments:
     




	Communication/Interpersonal Skills
	[bookmark: Check1]|_|
	|_|
	|_|
	|_|
	|_|
	

	Listens to diverse points of view. Expresses ideas and concepts accurately and understandably in both oral and written forms. Resolves conflict effectively. Communicates openly, honestly, and respectfully. Builds constructive and effective relationships.

	Comments:
     



	Problem Solving/Decision Making
	|_|
	|_|
	|_|
	|_|
	|_|
	

	Gathers and considers appropriate data before finalizing decision. Identifies viable alternative solutions. Evaluates pros and cons of each potential action, keeping in mind the goals and priorities of Georgia College.

	Comments:
     




	Self-Management
	|_|
	|_|
	|_|
	|_|
	|_|
	

	Demonstrates self-motivation needed to complete responsibilities timely and efficiently. Demonstrates appropriate follow through on assigned tasks. Initiates actions and/or suggests recommendations needed to accomplish goals that directly support the mission of the department/university appropriately.

	Comments:
     




	Customer Relations/Teamwork
	|_|
	|_|
	|_|
	|_|
	|_|
	

	Demonstrates a willingness to help others in a positive, courteous, and professional manner at all times. Is perceived by internal and external customers as dependable and responsive. Is able to get positive results in adverse situations. Considers level of courtesy and friendliness extended to the customer. Demonstrates an ability to maintain customer confidence and trust. Responds to others’ needs and requests in a timely manner. Works collaboratively with and is cooperative with other employees and departments. Meets departmental/division service goals and customer expectations. Recognizes others accomplishments.

	Comments:
     




	Safety
	|_|
	|_|
	|_|
	|_|
	|_|
	

	Measures individual’s work habits and attitudes related to safety standards. Considers their contribution to accident prevention, safety awareness, ability to care for GC property and keep workspace safe and tidy.

	Comments:
     








	If Applicable, select the best performance rating. If not applicable, select N/A.

	Leadership 
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Communicates clear performance expectations to employees. Resolves performance issues and provides timely feedback. Coaches and develops employees. Encourages employees to take additional responsibilities. Develops succession plans for self and staff. 

	Comments:
     




	Employee Development
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Strives to expand personal and professional capabilities by using internal and external sources such as cross-training, professional industry memberships, college courses, technical journals, and training opportunities.

	Comments:
     




	Overall Performance Rating

	Consider all factors used in this review to determine this rating. (Weight x Rating=Total)

	Performance Factors
	Weight (%)
	Rating
	Total

	Example: Quality of Work 40%
	0.40
	3
	1.20

	Position Responsibilities
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	[bookmark: Text18]     
	[bookmark: Text26]     

	Communication and Interpersonal Skills
	[bookmark: Text12]     
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	[bookmark: Text28]     

	Problem Solving and Decision Making
	[bookmark: Text13]     
	[bookmark: Text21]     
	[bookmark: Text29]     

	Self-Management
	[bookmark: Text14]     
	[bookmark: Text22]     
	[bookmark: Text30]     

	Customer Relations and Teamwork
	[bookmark: Text15]     
	[bookmark: Text23]     
	[bookmark: Text31]     

	Safety
	[bookmark: Text16]     
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	[bookmark: Text32]     

	Leadership (If Applicable)
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	[bookmark: Text25]     
	[bookmark: Text33]     

	Employee Development (If Applicable)
	[bookmark: Text38]     
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	[bookmark: Text40]     

	 WEIGHT TOTAL
	100 %
	OVERALL RATING
	[bookmark: Text34]     

	Overall Rating Description
	[bookmark: Dropdown1]



	Goals
Indicate specific projects, upcoming initiatives, performance objectives, and training and development opportunities for the employee for the next year.  Consider the employee’s job description and the key factors that affect performance when determining these goals.  Goals should be SMART – specific, measureable, achievable, realistic, and time-bound.

	1. 
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	2.
	     

	3.
	     

	4.
	     



	Supervisor Comments

	
	
[bookmark: Text35]     









	Employee Comments

	
	
[bookmark: Text36]     









Signature does not necessarily denote agreement with official review and means only that the employee was given the opportunity to discuss the official review with the supervisor.

Employee Signature: 	Date: 	

Supervisor Signature: 	Date: 	

Next Level Supervisor: 	Date: 	
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