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[INSERT DEPARTMENT NAME]
 PERFORMANCE EVALUATION SYSTEM

PERFORMANCE PLANNING 
& EVALUATION FORM [TEMPLATE]
	Employee Name:
	     
	People First ID Number:
	     

	Division:
	     
	Class Title:
	     

	Bureau:
	     
	Position Number:
	     

	Section:
	     
	Location:
	     

	Performance Evaluation Period Covered
	From:

	     
	To:

	     

	Evaluation type

(check one)
	 FORMCHECKBOX 
 Probationary to 

     Permanent
	 FORMCHECKBOX 
 Interim
	 FORMCHECKBOX 
 Annual
	 FORMCHECKBOX 
 Special

	 FORMCHECKBOX 
 Extension of Probationary Period
	Extended Evaluation Period: 
	From:

	     
	To:

	     


PERFORMANCE PLANNING

The planning portion of this form is intended to be used by the rater to identify, review, and discuss specific performance expectations on which the employee shall be evaluated and for which the employee is responsible for achieving during the evaluation period.  The rater shall also review the overall and individual rating scales with the employee during the performance planning session.  The expectations developed during performance planning are not intended to account for all assignments and work expectations, only those identified as critical or a higher priority.
Performance Expectations

Performance Expectations are statements that describe satisfactory performance of essential duties or responsibilities listed in the position description or satisfactory demonstration of attributes or values that the agency deems necessary for the accomplishment of its core missions.

Below are the expectations by which the employee shall be evaluated and rated for the evaluation period covered by this form:
	Performance Expectation

#1

	Insert performance expectation, attribute or value to be evaluated.

	Performance Expectation

#2

	Insert performance expectation, attribute or value to be evaluated.

	Performance Expectation

#3

	Insert performance expectation, attribute or value to be evaluated.

	Performance Expectation

#4

	Insert performance expectation, attribute or value to be evaluated.

	[Additional expectations may be added as needed.]


	Employee Name:
	     
	Period Covered
	From:
	     
	To:
	     


PERFORMANCE PLANNING (continued)

Individual Performance Expectations

Each individual performance expectation shall be assessed to determine at what level the employee is performing the essential duty or responsibility of the position or demonstrating the attributes or values of the agency.  A duty or responsibility is considered to be essential if successful performance of the duty is necessary to fulfill the requirements of the position or unacceptable performance of the task/duty/responsibility could be detrimental to the work unit.

The following scale shall be used to rate each individual performance expectation.

Individual Performance Expectation Rating Scale
	RATING
	numeric

scale
	definition and examples

	Exceptional
	5
	Employee consistently exceeds the performance expectation of the position.  Examples include, but are not limited to:  The employee requires little or no supervision from management in accomplishing his/her tasks and seeks opportunities to enhance the organization.  The employee possesses highly advanced job knowledge.  The employee is relied upon to solve complex problems and applies creativity and innovative approaches in formulating solutions.

	Above

Expectation
	4
	Employee consistently meets and often exceeds the performance expectation of the position.  Examples include, but are not limited to: The employee requires minimal supervision from management in accomplishing his/her tasks.  The employee possesses a thorough knowledge of the job, and often solves or assists in solving complex problems.

	Meets

Expectation
	3
	Employee consistently meets and may occasionally exceed the performance expectation of the position.  Examples include, but are not limited to: The employee requires moderate supervision from management in accomplishing his/her tasks.  The employee possesses sufficient knowledge and/or initiative to execute his/her duties and responsibilities.

	Below

Expectation
	2
	Employee exhibits inconsistent job performance, but has the capacity to improve to meet the performance expectation of the position.  Examples include, but are not limited to: At times the employee requires close supervision where he/she should be operating on his/her own.  The employee sometimes lacks the initiative, and/or job knowledge to execute his/her duties and responsibilities.

	Unacceptable
	1
	Employee consistently fails to meet the designated performance expectation.  Examples include, but are not limited to: The employee requires close supervision and his/her work requires continual correction.  The employee’s job knowledge is insufficient to meet daily requirements.

	N


	None

given
	No longer applicable or unable to determine.


	Employee Name:
	     
	Period Covered
	From:

	     
	To:

	     


PERFORMANCE PLANNING (continued)

Once each expectation has been assessed and rated, it is necessary to calculate the average of all of the individually-rated performance expectations, to attain the employee’s Overall Rating.   In calculating this average, all digits three or more places to the right of the decimal point shall be dropped.  No rounding shall be used.  The following scale shall be used to rate employee’s overall performance.

Overall Performance Rating Scale

	NUMERIC RANGE
	OVERALL RATING

	4.50 – 5.00
	Outstanding

	3.50 – 4.49
	Commendable

	3.00 – 3.49
	Satisfactory

	2.50 – 2.99
	Needs Improvement

	2.49 and below
	Unsatisfactory


This is to acknowledge that my supervisor and I have reviewed and discussed:
The individual performance expectations by which I shall be evaluated during the evaluation period identified above.

The rating scale to be used to rate each individual performance expectation during the evaluations period identified above.

The Overall Rating scale, the average of each individually rated performance expectation that shall determine the final overall performance rating.
Employee’s Signature:  __________________________________________________   Date: __________________
Rater’s Signature:  ________________________________________________   Date: ___________________
	Employee Name:
	     
	Period Covered
	From:

	     
	To:

	     


PERFORMANCE EVALUATION

The evaluation portion of this form provides the rater the opportunity to measure actual performance of the employee in meeting established expectations and goals.  The employee’s performance evaluation may be a component considered when awarding performance-based salary increases and annual lump-sum bonuses.
[This evaluation template may be altered for more frequent evaluations as needed.]
Individual Performance Expectations and Rating 
	In order to give meaningful feedback, comments relating to the employee’s job performance are required for each performance expectation rating of “Exceptional” (5) and “Above Expectation” (4).

The rater is required to provide comments relating to the employee’s job performance for each performance rating of “Below Expectation” (2) and “Unacceptable” (1).  Additionally, the rater shall include prescribed developmental activities and corrective action(s) for areas were improvement is required.

A comment for a rating of “Meets Expectation” (3) is not required.


	Rating

5-1, N

	Performance Expectation

#1

	Insert performance expectation, attribute or value to be evaluated.
	     

	Required Comments


	

	Performance Expectation

#2

	Insert performance expectation, attribute or value to be evaluated.
	     

	Required Comments


	

	Performance Expectation

#3

	Insert performance expectation, attribute or value to be evaluated.
	     

	Required Comments
	

	Performance Expectation

#4

	Insert performance expectation, attribute or value to be evaluated.
	     

	Required Comments
	

	       Total of all expectations receiving a score:
	     

	[During the Performance Planning phase, additional expectations may have been added.]

[Add additional rows as needed.]


	 FORMCHECKBOX 
 Extension of Probationary Period
	Extended Evaluation Period:
	From:

	     
	To:

	     


	Employee Name:
	     
	Period Covered
	From:

	     
	To:

	     


PERFORMANCE EVALUATION (continued)

Employee’s Overall Rating:
This rating reflects the employee’s overall level of performance for the evaluation period covered by this form.  The overall rating is determined by adding the score from each individual performance expectation and dividing the sum by the number of expectations assessed.  Note: Expectations assessed as “N” should not be calculated as an expectation scored.   The final rating shall only extend out two digits to the right of the decimal point.  There shall be no rounding in this calculation.

Calculate as follows:

Total of all individual ratings         number of expectations scored      =   Employee’s Overall

    Rating Score
EMPLOYEE’S OVERALL PERFORMANCE RATING BY THE RATER:    .    
This is to acknowledge that my supervisor and I have reviewed and discussed the evaluation and rating for the evaluation period covered by this form.
Employee’s Signature:  ____________________________________________ Date: __________________________
Employee’s Comments (optional):
	     


Rater’s Signature:  ________________________________________________  Date:___________________________

Rater's Comments (optional):
	     


Reviewer’s Signature:  ____________________________________________ Date: __________________________
Reviewer’s Comments (optional):
	     


Eff. 12/31/08
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