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City of Washington, Indiana



EMPLOYEE EVALUATION


FORM #2013-1
1/17/2013

Name:      




Department:         
Positition:      
            
Instructions: Check the rating of each area. Be objective and do not allow your rating of one factor to influence your rating on another. Ratings should be based on the employee’s typical performance. Non-Supervisory employees will be evaluated using the first seven (7) criteria. All other employees will be evaluated using the whole form.

The three rating levels are defined as follows:

Rating Level
Definition

	5
	Greatly Exceeds Expectations
	Is a leader in the department; fellow employees look to this employee for guidance; has the ability to teach others critical parts of departmental duties 

	4
	Exceeds Expectations
	Superior performance; consistently performs at a level above what is expected 

	3
	Meets Expectations
	Meets requirements; is consistently effective and competent; achieves results expected

	2
	Below Expectations
	Needs improvement to meet major job requirements; performance is unacceptable in this area

	1
	Seriously Below Expectations
	Requires serious attention to change behavior; lack of improvement could affect continued employment or a change in job assignment


Evaluation of performance: choose the appropriate rating and check the number to reflect the appropriate rating level.

1.
Work performance                                                     FORMCHECKBOX 
 1   FORMCHECKBOX 
  2   FORMCHECKBOX 
  3   FORMCHECKBOX 
  4   FORMCHECKBOX 
 5 
Understands and retains the elements of work assignments and responsibilities. Demonstrated sufficient knowledge to perform duties and responsibilities, Quality- end results are met within the standards set. Quantity - produces expected amount of work. Timeliness - meets all deadlines. Has prioritizes work. Consider knowledge of job, rules, and policies.     
     
2.
Professionalism                                                                  FORMCHECKBOX 
 1   FORMCHECKBOX 
  2   FORMCHECKBOX 
  3   FORMCHECKBOX 
  4   FORMCHECKBOX 
 5 

Keeps supervisor informed of work status. Possess a positive attitude on the job.
Maintains high personal standards. Understands policies and guidelines. Maintains neat and professional appearance, including work area.

   
     
3.
Complies with policies and procedures                                FORMCHECKBOX 
 1   FORMCHECKBOX 
  2   FORMCHECKBOX 
  3   FORMCHECKBOX 
  4   FORMCHECKBOX 
 5 
Understands city/department policies and guidelines. Knows how job fits into city/department and how job affects others. Seeks ways to improve department’s goals, plans and priorities.

   
     
4.
Dependability                                                                        FORMCHECKBOX 
 1   FORMCHECKBOX 
  2   FORMCHECKBOX 
  3   FORMCHECKBOX 
  4   FORMCHECKBOX 
 5 

Flexibility in work assignments, duties and changes in policies and procedures. Does not demonstrate excessive absenteeism or tardiness.

   
     
5.
Initiative and Motivation                                                          FORMCHECKBOX 
 1   FORMCHECKBOX 
  2   FORMCHECKBOX 
  3   FORMCHECKBOX 
  4   FORMCHECKBOX 
 5 

Performs with little or no supervision. Knows what needs to be done and begins, completes and follows-up on work assignments. Shows interest in work, does not complain about work. Shows initiative in problem solving situations, a self starter.

   
     
6.
Relationship with Co-Workers                                                FORMCHECKBOX 
 1   FORMCHECKBOX 
  2   FORMCHECKBOX 
  3   FORMCHECKBOX 
  4   FORMCHECKBOX 
 5 
Helps resolve co-workers questions and concerns. Displays integrity, honesty and respect for others.

   
     
7.
Communications                                                                 FORMCHECKBOX 
 1   FORMCHECKBOX 
  2   FORMCHECKBOX 
  3   FORMCHECKBOX 
  4   FORMCHECKBOX 
 5 
Listens well and responds appropriately. Maintains open communication and has good relationship with the public, co-workers and supervisors.

   
     
8.
Supervision/Leadership                                                       FORMCHECKBOX 
 1   FORMCHECKBOX 
  2   FORMCHECKBOX 
  3   FORMCHECKBOX 
  4   FORMCHECKBOX 
 5 

Motivates peers and subordinates, maintains discipline on a consistent basis, set and enforces standards, evaluates subordinates fairly and consistently, plans and organizes work, fosters teamwork.

   
     
9.
Employee Relations                                                           FORMCHECKBOX 
 1   FORMCHECKBOX 
  2   FORMCHECKBOX 
  3   FORMCHECKBOX 
  4   FORMCHECKBOX 
 5 

Staff looks to supervisor for guidance, help and feedback, acknowledges supervisor as leader. Develops cohesive work environment.

   
     
10.
Judgment                                                                                   FORMCHECKBOX 
 1   FORMCHECKBOX 
  2   FORMCHECKBOX 
  3   FORMCHECKBOX 
  4   FORMCHECKBOX 
 5 
Chooses solutions that meet end results using resources wisely. Creative and catalyst for positive change. Makes recommendations for changes and improvements. Reaches logical conclusions.

   
     
Employee Comments:

   
     
____________________________________
______________________________ 

Employee Signature  




Date

Title:       
_____________________________________
______________________________

Manager Signature - Completing Form
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