Y GLENVILLE
Y, STATE

STAFF
PERFORMANCE APPRAISAL FORM

Employee’s Name (Last, First, Middle)

Position Title Time in Present Position (in months)
Department: Type of Rating (Mark X below)

Annual Probationary Other
Rating Period Evaluator's Name Evaluator’s Title

The primary purpose of this performance appraisal is to enhance and strengthen employee job
performance by improving supervisor-employee communication through encouragement of
individual growth and development. The goal of this process is to improve the effectiveness of
the employee, the supervisor, the department, and the College.

The original appraisal form goes to employee for self-evaluation at least 10 working days prior
to returning to evaluator. The evaluator then takes no more than 10 working days to evaluate
the employee. Once the form is completed, a meeting should be scheduled to discuss the
appraisal and employee goals. The evaluation period should include the one year period
prior to appraisal.
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1. KNOWLEDGE OF WORK

Select the statement which best describes how well the employee demonstrates the knowledge and
skills needed to perform assigned duties. If appropriate, consider ability to organize the workload.

Evaluator Employee

..... Displays outstanding knowledge, skills, and mastery of all phases of work performance ................... O

O..... Displays above-average knowledge, skills, and competence in all aspects of WOrk ............ccccccccveueenne. O

[ Has adequate knowledge and SKill O WOIK .............c.cceeveeveeeeeeeeeeeeeeeteeeteeee e aare s O

..... Has basic knowledge but must acquire greater SKillS in SOME @reas .................oeueeeeeeerereeeverevesneeensnnnnnns O

O..... Shows very little knowledge or skill in Work Performed.................ccouvveiomioeesieeieeeeeeeeesee e O
Comments/Recommendations CommentsRecommendations

2. QUALITY OF WORKING RELATIONSHIPS

(Civility & Tolerance)
Select the statement which best describes the employee's ability to work and interact with others.
Evaluator Employee
O..... Demonstrates excellent working relationShip SKillS ..............ocueeeoeeeeeeeieseesie et seese e O
O..... Displays good working relationShip SKillS ...............c..occueiiieee et O
s Usually responds t0 the NEEAS OF OtNEIS ...........ccceeveeereiiieesieieeeesisteeesisteese et s s s sesss s esesasesssnnad O
O..... Inconsistent in 1evel Of COOPEIALION. .................ceeeeeeeeeeeeee ettt e e st a e e e e e eraaaaeeaas O
O..... Has difficulty WOrking With OtREIS ............c.oceeeeeseeeeee ettt O
Comments/Recommendations CommentsRecommendations

3. QUALITY OF WORK
(Excellence)

Select the statement which best describes the degree to which the employee meets standards of accuracy,
effectiveness, and other requirements pertinent to assigned duties.

Evaluator Employee
O..... Demonstrates outstanding accuracy, quality, and dependability in work performed regardless of
VOIUME. ...ttt ettt ettt e et et e et e e te et e et e a2t e tt et e st e st e st et st et e s e et eateas e s e ssa s aarearesreaseaneas O
[ Demonstrates above average accuracy and quality work, infrequent errors or rejections ................... O
O..... Usually performs acceptable work which seldom needs corrected...............cccoeevoveiiniieeiscieenne O
O..... Somewhat frequently produces unacceptable work with frequent errors or rejections......................... O
O..... Performs unsatisfactory work consistently with excessive errors or rejections...............ccccccvvveenn... O
CommentsRecommendations CommentsRecommendations
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4. EFFICIENCY

Select the statement which best describes employee's ability to complete job assignments in a
timely manner.

Evaluator Employee

....ce Consistently accomplishes work in an efficient and expeditious manner................ccccccceveeeecceeecneen. ]

...... Accomplishes what is required in an effiCcient MANNEr ...............ccccoecveeeeiieeeeeeieee e eecreeeeeea e O

O...... Usually completes work assigned in a reasonable, well-planned manner .................ccccceevccuveennnne. O

e Seldom completes work assigned, although some planning is evident...............cccccevvovevevevceencen. O

...... Seldom completes work assigned, no planning eVident.................ccccoueeeeeeciiinciee e O
CommentsRecommendations CommentsRecommendations

5. PROBLEM SOLVING
(Fairness and Integrity)

Select the statement which best describes the employee's ability to plan, make logical decisions,
and offer sound suggestions

Evaluator Employee

...... Shows unusual ability to make soUNd AECISIONS.................cccoueeeecieeeeeeieeeeeeeeeeeeeeee e Ul

...... Recognizes the need to make decisions and makes them independently ...............ccccccevvveveevnnnce.. O

....ce Makes appropriate job-related dECISIONS ..............c.ccueveeveerieeeeeesieereeeeeete e ettt ee s O

...... EXErciSes Iittle JUAGMENT ............oooeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee ettt tettsnsstnanaaaanees O

O...... NEEAS FACES INTEIPIOLEU ...ttt ettt e e ere e O
CommentsRecommendations CommentsRecommendations

6. INITIATIVE
(Freedom & Responsibility)

Select the statement which best describes how well employee exhibits the ability to carry out
responsibilities without direct supervision.

Evaluator Employee
...... Self-starter who goes out of his/her way to accept responsibility, and works well without direct

R0 o= 4o U O
...... Needs MINIMAI SUPEIVISION ............oeeeeeeeeeeeeeee ettt e e ettt e e e e et e e e e e s st e e aeeeassnassnensesssnnenes ]
...... Usually performs necessary tasks with SOMe SUPEIVISION...............cccueeiicueeiieciiiiiiie e O
....ce Needs frequent supervision and reorientation t0 WOrk QOalS.............ccccueeeceeeeecceeeescae e Ul
...... ReQqUIreS CONSEANT SUPEIVISION ...........oeueeeeeeeieeieiieeeeeeeeeeteeeeteeetatatetastsasasesasasasasasssssasssssssssssssssnnnnnnnes ]

CommentsRecommendations CommentsRecommendations
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7. ATTENDANCE AND PUNCTUALITY

Select the statement which best describes employee's practice of attending work regularly, on time,
and staying on the job until the end of the day.

Evaluator Employee

...... 1 7= o (o] 4 V2 O

...... Unsatisfactory; N€eds iMProOVEMENL ............cccoccuoiueeiie ettt ettt O
Comments/Recommendations CommentsRecommendations

8. COMMUNICATION SKILLS

Select the statement which best describes employee's ability to express himself/herself and how well
he/she receives information.

Evaluator Employee
...... Yz 1y =T (o USRS O
O...... Unsatisfactory; Needs iMProVEMENL ..............cccccueceecueeiieeieeteeeeeee ettt ettt O
CommentsRecommendations CommentsRecommendations
9. APPEARANCE
Select the statement which best describes the employee's appearance appropriate to their position.
Evaluator Employee
e SAESTACIOIY ...ttt ettt ettt et ettt ae e be e te e bannas O
...... Unsatisfactory; Needs iMProVemMENL ............c.ccouiuiii ittt O
CommentsRecommendations CommentsRecommendations

10. LEADERSHIP SKILLS

Select the statement which best describes the employee’s leadership skills.

1 Does not apply.

Evaluator Employee

O...... Provides clear direction and purpose and empowers subordinates to achieve objectives ... ]

...... Effectively coaches and motivates SUbOIrdinates .............cccouveeieeeiseciiiiiiiee e Ul

...... Possesses adequate ability t0 I0AQ ..............cccoeeeeeeeieieeese et O

O...... Has limited success With 18adING @ UNIE .................cueeeeeueeeeeeeeeeeee et O

...... 1S NOt @N €ffECHVE IQAUEN ...ttt e e Ul
CommentsRecommendations CommentsRecommendations
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11. SUPERVISORY ABILITY
Select the statement which best describes how well the employee carries out his/her supervisory
responsibilities.
1 Does not apply.

Evaluator Employee

O...... Demonstrates outstanding supervisory skills and functions at high level of effectiveness................. O

...... Supervises well. Organized and €ffECtIVE .............ccceeeeeccieeeeieeeeeeeceiee e O

O...... Possesses adequate ability 10 SUDPEIVISE ............c.eceeceereeeeeeeeeeeeeeeeeeeteeeeeeeeseeieeaeeeeeeeereeereeans O

....ce Has limited SUCCESS With SUDEBIVISION .........c..ccceueeeeeeeeeeeeeeeeeeeee e e e e e e eeeeeeeeeeeaens O

...... D0ES NOt SUPEIVISE EIFECHVELY. ...ttt O
CommentsRecommendations CommentsRecommendations

12. MANAGEMENT ABILITY

Select the statement which best describes how well the employee manages his/her unit.

1 Does not apply.

Evaluator Employee
O...... Demonstrates excellent management skills and achieves a high level of performance from

B oo o 0= (=X RS 0
O...... Well organized with effective management SKillS...............ccccceeveeeveeceeceeieeieeieeeeeeeeeeeneenn, O
e Possesses adequate ability to manage hiS/Rer Unit...................oecueeeeeoieeeeeeee e O
...... Has limited success with managing hiS/REr UNit .................cccouiiiieeiioiii e O
O...... Does not manage subordinates effeCtiVely ...............coeveeeeeeeeeeeeeeieeeeeeeeeeeeee e s O

CommentsRecommendations CommentsRecommendations

13. WORK ENVIRONMENT

Select the statement which best describes how well the employee promotes and maintains a healthy
work environment.
1 Does not apply.

Evaluator Employee

O...... Demonstrates outstanding ability to build a team with high morale and clear focus.......................... O

...... Effective in developing a strong team atmOSPhEre.............ccceeveeeeeeccieeieeeeeescciieae e O

...... Possesses adequate ability to maintain a good work environment................c..cccoeeeveceeenscneeiscnee.n. O

e Has limited success With team BUIIAING ...............ccccceieeieeiieeieeieeeeeeee e st ee s O

...... Does not effectively promote a healthy work environment ...................cccceveeeeeeeeesciieeieeeeeesereeennnn ]
CommentsRecommendations CommentsRecommendations
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14. OVERALL EVALUATION

Select the statement which best describes the overall performance of employee.

Evaluator Employee
[ EXCOIBNL ...t ettt e

O...... WY Lo =N N =T Lo =T
e AVEBIAQE ...ttt ettt ettt h e bt b et et eea et e eae e eteebeete et e eaa et e ereeereeans
...... PPOON ... et a—e e —e e e —e e e baeeteeebeeebe e e areeanreas
O...... 0T 11y - 1ol (o) USSR
CommentsRecommendations CommentsRecommendations
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ACHIEVEMENTS/GOALS

Describe achievements accomplished during evaluation period, and specific goals to work toward
during the next evaluation period. (To be completed JOINTLY during appraisal meeting.)
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My performance appraisal has been reviewed and discussed with my supervisor.
| have been advised of how to make improvements in the areas indicated in
comments and goals.

Employee Signature Date

OPTION:

| have read and discussed this performance evaluation with my supervisor,
however | do not agree with this evaluation in its entirety.

Employee Signature Date
Comments:

After carefully considering this employee’s performance, | am presenting a fair
and impartial appraisal. The employee has been advised of how to make
improvements in areas needed.

Evaluator’s Signature Date

Area Head Signature Date
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