
Company Name and/or Logo



EMPLOYEE PERFORMANCE EVALUATION

SUPERVISOR 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 – SUPERVISOR

	

	

	Beginning of Year:


	1.
	Meet and discuss accountabilities with the employee at the prearranged time.  This can be at the end of the performance appraisal meeting for the prior year's performance.

	2.
	During this meeting, discuss and resolve any questions or concerns regarding the accountabilities for the following performance period.

	3.
	The evaluator's supervisor should review the completed weights, make comments as appropriate and discuss the comments with the evaluator and/or the employee, as necessary.  The original is to be kept with the supervisor until the time of the review.

	

	End of Year:


	1.
	Request completed Self-Assessment form from the employee who is to be evaluated by you.  This should be turned in to you at least one (1) week before the evaluation interview is held and attached to this form.

	2.
	Consider the person's performance over the past year, the varying length of assignments, and any favorable or unfavorable trend(s) in performance.  If the employee was in a disciplinary program during the evaluation period, it should be noted on this evaluation form.

	3.
	Complete the evaluation for each of the accountabilities and indicate the basis for this judgment in the comments section.  Comments under the "Achievements Noted/Improvements Needed" section should be completed for each accountability.

	4.
	Determine the employee's overall performance evaluation.  A summary of the employee's performance should be capsulated in a short paragraph in the overall comment section.

	5.
	Meet with the employee at the prearranged time.

	6.
	During this meeting, differences between the evaluator's and the employee's evaluation of performance are discussed and resolved.  If disagreement persists, they are to be noted in the comments section(s).

	7.
	The employee and the evaluator should sign and date the completed form at the time of the meeting and forward it to the evaluator's supervisor for his/her review.  The supervisor should keep a copy.

	8.
	The evaluator's supervisor should review the completed form, make comments as appropriate and discuss the comments with the evaluator and/or the employee, as necessary.  





SUPERVISOR ASSESSMENT
EMPLOYEE NAME 						  REVIEW DATE 			
PERFORMANCE EVALUATION


A.  PERFORMANCE CRITERIA
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

	
	High
	Low

	LEADERSHIP ACCOUNTABILITY:  Inspires teamwork, motivates others to accomplish objectives; Promotes continuous improvement objectives and changes to the process; Leads by example with taking a positive approach and encouraging others to embrace improvements and change.
	4
	3
	2
	1

	
	High
	 
	   Low

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

	
	High
	 
	   Low

	QUALITY OF WORK:  Extent to which work is free from errors or omissions; The extent to which work is completed without the necessity to perform further work to finish it. 
	4
	3
	2
	1

	
	High
	 
	   Low

	QUANTITY OF WORK:  Output of jobs, projects - Meets appropriate volume levels; Plans and organizes work and meets reasonable time schedules; Organizes assignments, systematizes operations for maximum efficiency. 
	4
	3
	2
	1

	
	High
	 
	   Low

	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





	
	High
	 
	   Low

	TEAMWORK SKILLS:  Works with others to promote cooperation; Communicates openly with peers and supervisors; Shows initiative to help others when time is available; Utilizes support staff to improve productivity.
	4
	3
	2
	1

	
	High
	 
	   Low

	CROSS-TRAINING:  Has learned the operation of more than one type of system/machine/procedure; Is open to cross-training others and promoting standard work.
	4
	3
	2
	1

	
	High
	 
	   Low

	FLEXIBILITY:  Accepts new situations quickly; Is open to cross-training and gaining additional knowledge and experience; Ability to adjust work schedule and take on overtime based on workload.
	4
	3
	2
	1

	
	High
	 
	   Low

	ATTITUDE/COOPERATION:  Positive “can do” attitude; Demonstrates willingness to take on new challenges or projects when they arise; Does not let roadblocks that occur in a day affect performance or attitude with co-workers; Approaches change positively and expresses concerns in a constructive manner; Demonstrates integrity and sense of responsibility; “Owns the job” and shows a high level of commitment; Shows initiative to troubleshoot problems with an open mind; Takes on additional tasks beyond bare minimal job description; Strives to do their best under all circumstances; Strives to overcome obstacles quickly.
	4
	3
	2
	1






SUPERVISOR ASSESSMENT
EMPLOYEE NAME 						  REVIEW DATE 			
PERFORMANCE EVALUATION


B.  SKILLS 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

	Other Skills Assessed
	High 
	        Low

	1
	Job Knowledge:  Knows and understands the requirements, functions, policies, and procedures related to the job. Successfully applies technical knowledge to specific circumstances.
	4
	3
	2
	1

	2
	Effort/Initiative/Creativity:  Strives to be an exceptional performer, regardless of result.  Executes independent action and takes a proactive approach to projects assigned; self-starter.  Conceives and introduces original ideas.
	4
	3
	2
	1

	3
	Organization:  Utilizes time and resources efficiently.  Maintains work standards under pressure.  Carries out assignments to completion without unnecessary delays.  Overcomes obstacles to achieve goals.
	4
	3
	2
	1

	4
	Communication:  Writes and speaks clearly and concisely.  Communicates and understands instructions.
	4
	3
	2
	1

	5
	Customer-Service:  Responsiveness to internal and/or external customers.
	4
	3
	2
	1

	6
	Dependability / Reliability:  Tardiness and absences are minimal.
	4
	3
	2
	1

	7
	Follow Through:  Carries out assignments to completion without unnecessary delays.
	4
	3
	2
	1





	
	High
	 
	   Low

	OVERALL EVALUATION BY SUPERVISOR  
	4
	3
	2
	1


Comments:





















APPROVALS
Employee Signature _________________________________________	Date ____________
Supervisor’s Signature _______________________________________	Date ____________
Next Level Management ______________________________________	Date ____________


This form represents your supervisor’s evaluation of your performance during the past year or performance period.  This form may also contain objectives and expectations for your performance and development for the following year or performance period.  However, this document is not an employment contract and is not to be construed to guarantee your employment.  Company maintains an “Employment At Will” relationship with its employees, and as such, your employment may be terminated at any time by either yourself or by Company.
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