Company Name and/or Logo


EMPLOYEE PERFORMANCE EVALUATION 

EMPLOYEE ASSESSMENT


NAME:  	

TITLE:  	

HIRE DATE:  	

SUPERVISOR:  	

DATE OF LAST EVALUATION:  	

REASON FOR EVALUATION:	Annual	6 Month Reevaluation




The purposes of this process are to:
· Evaluate and document performance results and accomplishments.
· Provide feedback to employee.



INSTRUCTIONS – EMPLOYEE

1. Consider your performance over the past year, the varying length of assignments, the relative difficulty of these assignments, and any favorable or unfavorable trend(s) in performance.
2. At least one (1) week prior to the annual performance evaluation interview, forward this completed form to the supervisor who will conduct the evaluation interview.
3. Meet with the supervisor at the prearranged time for the performance evaluation interview.

 

PERFORMANCE CRITERIA
The rating numbers are defined as:
4 – Outstanding;   3 – Exceeds Expectations;   2 – Meets Expectations;   1 – Does Not Meet Expectations


	PERFORMANCE RATING CATEGORIES

	EXPECTATION – Our Company expects quality work from its employees.  We also believe that job performance should improve over time.  The following performance rating categories are defined in a manner that reflects these performance expectations.

	
	
	

	Outstanding - Consistently Exceptional
	
	Employee's performance and results are exemplary; by far, consistently exceeds all expectations.


	
	
	

	Consistently Exceeds Expectations
	
	Employee's performance and results consistently exceed expectations in major performance areas.


	
	
	

	Consistently Meets Expectations
	
	Employee's performance and results consistently meet all major expectations.


	
	
	

	Does Not Meet Expectations
	
	Employee's performance and results require development or greater consistency to meet major expectations, though the employee may periodically meet or nearly meet expectations.  Frequent direction and supervision are required.

	
	
	

	N/A
	
	Not Applicable or too soon to rate.




EMPLOYEE SELF-ASSESSMENT
EMPLOYEE NAME 						  REVIEW DATE 			
PERFORMANCE EVALUATION

Circle one corresponding number for each skill evaluated below.
The rating numbers are defined as:
4 – Outstanding;   3 – Exceeds Expectations;   2 – Meets Expectations;   1 – Does Not Meet Expectations
	How would you rate your performance for this review period?
	High
	Low

	Completion of Objectives Assigned:  See your individual Performance Objectives Statement page.
	4
	3
	2
	1

	Other Accountabilities:  Completes projects, essential functions assigned as stated in the job description.
	4
	3
	2
	1

	Leadership Accountability:  Inspires teamwork and motivates others to accomplish objectives; confident; commends respect.
	4
	3
	2
	1

	Administration:  Complies with Company policies and procedures.  Prepares timely reports and/or budgets.  If applicable, conducts timely and objective performance reviews.
	4
	3
	2
	1

	Quality of Work:  Plans and organizes work, meets reasonable time schedules.  Effectively utilizes organization's resources.  Organizes assignments, systematizes operations for maximum efficiency.  Maintains proper documentation.
	4
	3
	2
	1

	Lean:  Identifies, recommends and implements areas for Lean/ continuous improvement/modification.  This includes:  Participates in continuous improvement teams focusing on Lean methodologies.  When requested, participates in kaizen events and Daily Improvement Projects.  Assists in the implementation and sustainment of standard work, 5s, and mistake-proofing where appropriate.  Assists with quality processes including identifying and reporting issues and defects.  Utilizes resources to maximize cost reduction/cost control efforts and participate in cross training.
	4
	3
	2
	1
	N/A





Answer the following questions providing specific examples:

· What do you feel were your most significant personal contributions to your performance during this review period?











· In which areas of responsibility do you feel you met or exceeded the expectations for your position?










· In which areas of responsibility do you feel you did not meet the expectations for your position?










· List the personal and job-related characteristics you feel are your strongest.







· List the characteristics or skills you feel need development or additional training.











· Are there any responsibilities where clearer understanding would be helpful?












· How would you rate your overall performance and why?












· Additional Comments:
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