	



Employee / Supervisor Evaluation Guide

This packet contains 8 pages

Pages 2-6 to be filled out by employee
Pages 7-8 to be filled out with your supervisor 
Pages 9-11 will be filled out by your supervisor
All pages will be reviewed jointly 
and will be kept in your employee file.

Packet updated 5/16/2008

EMPLOYEE PERFORMANCE SELF-EVALUATION, pg. 1/3
Name of Employee: _______________________________________   Date:    _________________     

Name of Supervisor: ______________________________________   Period: _________________     

1. Since you are a member of a small company, you often are called to work out of your main area of expertise.  Are you doing what you were primarily hired for or have been moved into the position to do?

2. How do you describe our company and your particular job to other people?

3. How do you feel about your employment at our company?  

4. Are you enjoying what you are doing?  What do you enjoy most/least?

5. What can management do to help you to enjoy your work more and perform your job better?

6. Do your training and abilities contribute effectively to what our clients need?  Could we assist you with other training?
7. Do you have the ability to organize, plan for the future, be realistic and share plans and vision with others? Do you use this in your job?
EMPLOYEE PERFORMANCE SELF-EVALUATION, pg. 2/3
Name of Employee: _______________________________________   Date:    _________________     

Name of Supervisor: ______________________________________   Period: _________________     

8. What changes would you like to see happen in order to be a more effective employee? 

9. What do you believe your major accomplishments this past year were? 

10.  What areas do you hope to improve in next year?  

11.  How can management help you make these improvements?
12.  Do you believe you are accountable, responsible, dependable, organized and energetic?  
 Explain. 

13.  Do you believe you are prompt, effective and organized in record keeping and correspondence? 
 Explain.

EMPLOYEE PERFORMANCE SELF-EVALUATION, pg. 3/3
Name of Employee: _______________________________________   Date:    _________________     

Name of Supervisor: ______________________________________   Period: _________________     

14.  What can you suggest for your supervisor to do to:

a. Help you work more efficiently

b. Perform his/her job better

c. Provide for a better working environment

15.  Please add your personal comments here 

EMPLOYEE PERSONAL GOALS, pg. 1/2
Name of Employee: _______________________________________   Date:    _________________     

Name of Supervisor: ______________________________________   Period: _________________     

1. To what extent were you able to achieve your goals last year? (If goals were not specified, please state your prior year goals)

2. Have you encountered any frustrations that we can reduce in helping you achieve these goals? 

3. What do you see as critical areas in your job for the coming year? 

4. Which particular area of responsibility do you want to focus on this year?  Why? 

5. State your specific goals in this area, that is, what you want to achieve.   (Are the goals reasonable, possible and measurable?) 

6. What actions do you plan to take to achieve these goals?

EMPLOYEE PERSONAL GOALS, pg. 2/2
Name of Employee: _______________________________________   Date:    _________________     

Name of Supervisor: ______________________________________   Period: _________________     

7. Please fill out your personal goals for the next year (You do not have to fill out all boxes)
	Goals
	Goals

	
	

	
	

	
	

	
	

	
	

	
	

	
	


EMPLOYEE SUPERVISOR PERFORMANCE DISCUSSION, pg. 1 / 2
TO BE FILLED OUT BY EMPLOYEE AND SUPERVISOR TOGETHER
Name of Employee: _______________________________________   Date:    _________________     

Name of Supervisor: ______________________________________   Period: _________________     

Identify goals or planned accomplishments for the next 12 month period. 

	ITEM #
	FUTURE GOALS FOR NEXT YEAR

	1
	

	2
	

	3
	

	4
	


Identify Areas of Training and Personal Development for the next 12 month period. 

	ITEM #
	AREA OF TRAINING AND PERSONAL DEVELOPMENT

	1
	

	2
	

	3
	

	4
	


We have met and agreed upon the above:

Employee: ______________________________________________________________________ 

Supervisor: ______________________________________________________________________ 

Date:         _____________________________ 
EMPLOYEE SUPERVISOR PERFORMANCE DISCUSSION, pg. 2 / 2
TO BE FILLED OUT BY EMPLOYEE AND SUPERVISOR TOGETHER
Name of Employee: _______________________________________   Date:    _________________     

Name of Supervisor: ______________________________________   Period: _________________     

Write down comments for employee during meeting. 

	ITEM #
	EMPLOYEE COMMENTS

	1
	

	2
	

	3
	

	4
	

	5
	


Write down comments for supervisor during meeting. 

	ITEM #
	SUPERVISOR COMMENTS

	1
	

	2
	

	3
	

	4
	

	5
	


EMPLOYEE PERFORMANCE EVALUATION BY SUPERVISOR, pg. 1/3
Name of Employee: _______________________________________   Date:    _________________     

Name of Supervisor: ______________________________________   Period: _________________     

	LEVELS
	Description

	5 - DISTINGUISHED
	Performance is notable and excellent, conspicuous.  The key must be consistency; performance clearly and obviously above expectations and objectives

	4 - COMMENDABLE
	Performance notably better than acceptable though not outstanding; exceeds or completely meets all goals without questions, seeks and implements improvements.

	3 - COMPETENT
	Performance fully meets reasonable standards and is fully acceptable.  

Steady performance.

	2 - FAIR
	Performance meets only minimum requirements; improvement is needed.

	1 - MARGINAL
	Performance is unsatisfactory.


	Item
	Evaluated Project / Duty
	Comments
	Rating

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


EMPLOYEE PERFORMANCE EVALUATION BY SUPERVISOR, pg. 2/3
Name of Employee: _______________________________________   Date:    _________________     

Name of Supervisor: ______________________________________   Period: _________________     

	PERFORMANCE DEFINITIONS 
	Description

	10  COMMENDABLE
	Performs beyond specified requirements within job description

	5  ACCEPTABLE  
	Meets the specified requirements of job description

	1   MARGINAL    
	Corrective action and/or release from job may be required


	ELEMENTS OF PERFORMANCE
	Rating
	Notes

	QUALITY
	
	
	

	
	Performs work thoroughly
	
	

	
	Performs work effectively
	
	

	
	Performs work accurately
	
	

	QUANTITY
	
	
	

	
	Completes the necessary amount of work   
	
	

	
	Is able to prioritize tasks
	
	

	KNOWLEDGE
	
	
	

	
	Is capable in handling all phases and details within job specifications
	
	

	HUMAN RELATIONS
	
	
	

	
	Is willing to work with others
	
	

	
	Is able to work with others
	
	

	COMMUNICATION SKILLS
	
	
	

	
	Effectively presents written ideas and information to others   
	
	

	JUDGEMENT
	
	
	

	
	Is able to make decisions based on sound reasoning         
	
	

	JOB DEPENDABILITY
	
	
	

	
	Is honest and reliable in carrying out instructions       
	
	

	
	Observes Personnel Policies   
	
	

	
	Complies with established working hours
	
	

	ATTITUDE
	
	
	

	
	Accepts procedures      
	
	

	
	Is discrete in speech and action     
	
	

	
	Is enthusiastic                     
	
	

	
	Exhibits a sense of loyalty       
	
	

	INITIATIVE
	
	
	

	
	Is a self starter
	
	

	
	Shows originality      
	
	

	
	Makes decisions when required     
	
	

	
	Initiates action      
	
	


	OVERALL PERFORMANCE RATING.  Considering all of the above accomplishments, fill out the area below to indicate the overall performance rating.  Take into account results achieved during the rating period compared to the expectations of the supervisor as to how well the standards for the position are being met, exceeded or to the degree the employee's performance falls short of expectations:

	Overall Rating: 


EMPLOYEE PERFORMANCE EVALUATION BY SUPERVISOR, pg. 3/3
Name of Employee: _______________________________________   Date:    _________________     

Name of Supervisor: ______________________________________   Period: _________________     

16. What can you suggest for your employee to do to:

a. Help them work more efficiently

b. Perform his/her job better

c. Provide for a better working environment

17. Training suggested for this employee

18. Other Comments for Employee 

Page 1 of 11

