Exempt/Non-Exempt Staff
Performance Evaluation for Initial Review Period

	Employee Name:
	
	

	Job Title:
	
	( Exempt

( Non-Exempt

	Date of Hire:
	
	


Job Description

	Review the employee’s job description prior to his/her performance discussion. If you do not have a copy of the job description, please request one from the Human Resources department.



	Does the job description reflect the current tasks and responsibilities of the employee’s position?


	( Yes
( No

	If not, briefly list changes in the space below and consult with the Human Resources Director.

	

	

	


Job Performance

Please check the appropriate box to summarize the category that best describes the overall performance of the employee. Guidelines for performance categories are as follows:

	Exceeds Expectations
	Employee has demonstrated consistently exceptional performance and effectiveness and consistently performs well beyond expectations.



	Meets Expectations
	Employee is a consistent, solid performer, fulfilling key aspects of job responsibilities, often achieving results in key areas of responsibility.



	Growth Needed
	Employee is a satisfactory performer in most aspects of the job, but does not regularly meet expectations in all areas of responsibility. Employee is either learning key aspects of the job or needs improvement in performing key aspects of the job, despite guidance and direction.



	Unsatisfactory
	Employee does not meet expectations in essential job functions or job responsibilities.




	Employee Performance
	Unsatisfactory
	Growth Needed
	Meets Expectations
	Exceeds Expectations

	Demonstrates high quality of work:

Work is accurate, thorough, and documented appropriately. Follows through to assure work is completed. 


	
	
	
	

	Meets schedules, commitments, and productivity levels:

Uses time efficiently and effectively meets job responsibilities. Ensures commitments are completed on time and productivity levels are sustained.


	
	
	
	

	Works independently:

Depth of knowledge enables employee to perform assignments with little or no supervision. Takes initiative in identifying and completing tasks.


	
	
	
	

	Attendance:

Demonstrates responsibility by prompt arrival at work and regular attendance.


	
	
	
	

	Communication skills:

Communicates well, both verbally and in written form. Clearly communicates ideas and information. Keeps others informed and appropriately seeks and considers their ideas. Establishes and maintains a climate and rapport which will facilitate communication.


	
	
	
	

	Technological competence:

Demonstrates effective use of current technologies needed for job responsibilities.


	
	
	
	

	General Comments:




	( Yes    ( No
	Employee has successfully completed the initial review period.



	( Yes    ( No
	Employee’s initial review period has been extended. Supervisor will work with employee to develop a plan outlining expectations and a timeline for follow-up to this review. Supervisor to discuss extension period and plan with HR Director.



I have participated in a discussion of my job performance during the initial review period and have received a copy of this form.

_________________________
_________________________
______________

Employee Name (Printed)

Employee Signature


Date
_________________________
_________________________
______________

Supervisor Name (Printed)

Supervisor Signature


Date

_________________________
______________

Human Resources Review

Date
2/09


