Performance Evaluation
Non-Exempt Staff
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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

	Quality of Work
	[bookmark: Check1]|_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Ability of employee to provide work free of errors and eliminate waste. Consider the ability to plan and complete assignments without being told each detail. Work is detailed and accurate.  Assignments are completed prior to deadlines.  Consistently strives to improve processes and takes initiative appropriately.

	[bookmark: Text2]Comments:
     


	Quantity of Work
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|

	The amount of work performed relative to standards or known expectations. Consider effort, good use of time, and training.  Determine the level of productivity relative to established standards.  

	Comments:
     



	Customer Service
	|_|
	|_|
	|_|
	|_|
	|_|
	

	Is perceived by internal and external customers as dependable and responsive. Is able to get positive results in adverse situations. Consider the level of professionalism and friendliness when working with customers. Demonstrates an ability to maintain customer confidence and trust. Works cooperatively with other employees and departments. Meets department service goals and customer expectations. Works collaboratively with internal customers.

	Comments:
     




	Job Knowledge
	|_|
	|_|
	|_|
	|_|
	|_|
	

	The extent to which an employee’s skills and knowledge fulfill responsibilities of the position. Demonstrates initiative by acquiring additional job knowledge and skills as needed for performance, assigned duties, and applies skills with the goal of overall improvement of the department.  Have the ability and versatility to manage most circumstances.  Serves as a resource to others.  Technical skills are sufficient to meet the requirements of the job.  

	Comments:
     





	Teamwork/Communication
	|_|
	|_|
	|_|
	|_|
	|_|
	

	Demonstrates a willingness to help others in a positive, courteous, and professional manner at all times. Clearly and concisely presents and expresses information verbally. Demonstrates active listening skills. Encourages and supports collaboration. Responds to others’ needs and requests in a timely manner. Recognizes others accomplishments.

	Comments:
     





	Attendance/Dependability
	|_|
	|_|
	|_|
	|_|
	|_|
	

	The record of work attendance excluding approved absences (e.g. leave of absence, jury duty, vacation leave, etc.). Consider the following:
5 – Perfect Attendance. Always on time and ready to work (0 missed days.)
3 – Regular attendance. Meets institution standards. Provides ample notice. Is regularly at work station on time.
1 – Does not meet institutional standards for attendance. Fails to provide ample notice. Regularly tardy/absent and unprepared to begin work.

	Comments:
     





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

	Measure individual’s work habits and attitudes as they apply to working safely. Consider their contribution to accident prevention, safety awareness, ability to care for GC property and keep their workspace safe and tidy. 

	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

	Quality of Work
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	Quantity of Work
	[bookmark: Text12]     
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	Customer Service
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	Job Knowledge
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	Teamwork/Communication
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	Attendance/Dependability
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	Safety
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	Employee Development (If Applicable)
	     
	     
	     

	 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. 
	     

	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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