CLASSIFIED EMPLOYEE PERFORMANCE RATING

	EMPLOYEE’S NAME:
	
	POSITION TITLE:
	
	SITE:
	


FROM: 



 TO: 




ATTENDANCE:          ( REGULAR          ( IRREGULAR

	THE FOLLOWING GENERAL DEFINITION APPLY:

GOOD:


The employee’s performance meets the job requirements as the job is defined at the time of rating. THIS IS THE 


BASIC STANDARD FOR RATING.
NEEDS IMPROVEMENT:   
The employee’s performance is below the requirements for the job and must improve to be satisfactory.
VERY GOOD:

The employee’s performance is beyond the ordinary requirements for good performance for the job.
UNSATISFACTORY:
The employee’s performance is deficient enough to justify release from present job unless improvement is made.

EXCEPTIONAL:

The employee’s performance is excellent, approaching the best possible for the job. 


	
	UNSATISFACTORY
	NEEDS IMPROVEMENT
	GOOD
	VERY GOOD
	EXCEPTIONAL

	1. QUANTITY OF WORK:
	Output inadequate to remain in job without improvement.     
  (
	Output below job requirements.       
(
	Output satisfies

job requirements.

                           
(
	Output exceeds

satisfactory job requirements.  
  (
	Unusual speed and volume of output.          
  (        

	2. QUALITY OF WORK:
	Quality too poor  to remain in job without 

Improvement.      
  (
	Work below standard quality requirements.

                         
(         
	Work satisfies quality requirements.

                                    (
	Quality high.  Work very well done.
          
(
	Unusual accuracy, thoroughness and effectiveness. 
  (

	3. DEPENDABILITY:
	Too unreliable to remain in job without improvement.     
 (
	Not fully dependable.

(
	Can be relied on to fulfill job demands.
                        
(
	Exceeds normal job 
Requirements.

(
	Extremely
dependable in all respects.    
  (

	4. JOB ATTITUDE:
	Attitude too poor  to remain in job without improvement.   
   
 (
	Attitude needs improvement to be acceptable.

(
	Favorable or acceptable attitude.

(
	High degree of enthusiasm and interest.                     (
	Extraordinary  degree of enthusiasm and interest.      
  (

	5. ADAPTABILITY:
	Range of duties performed too limited to remain in job without improvement.

                    
  (
	Performs somewhat limited 
range of required duties.

(
	Performs full range of
ordinary job requirements.

                        
(            
	Can perform all of the required and many of the unusual  tasks within scope of job.   (     
	Can handle any variety of jobs.
  (

	6. JOB KNOWLEDGE:
	Knowledge inadequate 
to remain in job without improvement.
  (
	Lacks required knowledge.
        
(
	Knowledge satisfies
ordinary job requirements.

       
(
	Very well informed 
on all phases of work.

             
  (
	Handles work of 
most complex nature.                  (

	7. JUDGEMENT:
	Judgment too poor to remain in job without improvement.  
                           
  (
	Decisions not entirely adequate to meet job demands.


(                                        
	Makes good decisions 
In various situations arising in job.

              
(
	Superior in determining correct 
decisions and actions.           
               
  (
	Judgment always
reliable on important and complex matters
  (

	8. INITIATIVE:
	Lacks sufficient initiative to remain in job without improvement.


  (
	Lacks initiative to attain 
required job objective

                                              
(
	Exercises amount of
initiative required

by the job.                     

(
	Exercises initiative 
beyond job 

requirements.

                                  (
	Extraordinary.

Beyond that which present job can fully utilize.                   (

	9. ORGANIZING ABILITY:
	Planning too poor to remain in job without improvement.
  (
	Planning inadequate in some respects
          
  (
	Work reasonably well
planned and organized.

(
	Carefully and 
effectively planned and organized.
  (
	Exceptionally
systematic.


  (

	10. PERSONAL RELATIONS:
	Relations too ineffective to remain in job without improvement.

 (
	Does not always get along well with others.
(
	Maintains effective working relations with others.
(
	Goes out of the way to cooperate.
(
	Obtains highest respect and cooperation from others.
  (

	11. HEALTH/PERSONAL FITNESS:
	Health causes undue absenteeism and is too poor to remain in job without improvement.

(
	Health and personal fitness not entirely adequate to meet job demands.

  (
	Performs full range ordinary job requirements without interruption caused by health problems.

(
	Health, fitness, vigor and vitality exceed normal job requirements.

  (
	Extraordinary degree of health, fitness, vigor and vitality required for job.
  (


COMMENDATIONS AND RECOMMENDATIONS

Use COMMENTS space to describe employee’s strengths and weaknesses.
Ratings of Unsatisfactory, Needs to Improve and Exceptional must be substantiated by comments.
	

	

	

	

	OVER-ALL EVALUATIONS:          ( UNSATISFACTORY             ( IMPROVEMENT NEEDED             ( GOOD             ( VERY GOOD             ( EXCEPTIONAL




This report is based on my observation and/or Knowledge. It represents my best judgment of the employee’s performance.

	SUPERVISOR:
	
	DATE:
	
	PERSONNEL:
	
	DATE:
	


Reviewed:

Signature denotes that the Performance Evaluation Summary has been discussed with me and does not necessarily indicate concurrence. A written response to the evaluation that will be made a permanent part of the file may be submitted.

	This report has been discussed with me. I agree/disagree.
	EMPLOYEE’S SIGNATURE:
	
	DATE:
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