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 PERFORMANCE EVALUATION – FULL-TIME HOURLY EMPLOYEE
Employee Name:





Job Title:

Department:






Supervisor:





Evaluation Period:

Type of Evaluation:  □ Annual   □ Introductory Period*   □ Promotion   □ Other_______________

SUMMARY OF PERFORMANCE RATING AND DEFINITIONS 
	E
	Exceeds Expectations
	Performance and/or conduct continually exceed core requirements of the position.

	M
	Meets Expectations
	Performance and/or conduct routinely satisfies core position requirements, objectives & expectations

	N
	Needs Improvement
	Performance and/or conduct often fail to satisfy core requirements of the position indicated by inability/unwillingness to meet core requirements. 

	U
	Unacceptable
	Performance and/or conduct demonstrates either a disregard or an inability for position standards.

	N/A
	
	Not Applicable to the Employee’s Job


INSTRUCTIONS

Section A – Rate employees based on the above “Evaluation Ratings” in each category, providing examples in the “Comments” section. When a factor is not considered applicable to the employee’s role/position, the category may be recorded as Not Applicable (N/A).
Section B – Record progress achieved by employee in attaining previously set goals and highlight employee’s special achievements and accomplishments.
Section C – Rate and record the overall performance, taking into account all factors and total performance over the period being evaluated. The Overall section should not be viewed as an average of all areas rated. 
Section D – Record agreed-upon or prescribed goals for the next evaluation period. Goals can be either performance-based or project-based goals.
Section E – Provide employee with an opportunity to comment on the evaluation. Should more space be required, a separate document can be attached. 
Section A
	Performance Factors
	Rating
	Comments

	Job Knowledge
Demonstrates job knowledge relative to length of time in position. Demonstrates efforts to learn skills and maintain up-to-date job related information. Applies technical and procedural know-how to get the job done; understands job duties responsibilities; has necessary job skills and knowledge; understands and promotes department and A.S. mission and values.

	
	

	Work Quality
Balances quality and quantity of work to meet overall department goals. Implements strategies to promote productivity and customer service. Manages work load and priorities effectively; takes on additional responsibilities as needed; develops and/or follows work procedures; completes assignments on time and to specifications; communicates with supervisor regarding work load, project progress and any anticipated issues or concerns. Demonstrates accuracy, thoroughness and reliability; pursues goals with commitment and takes initiative eagerly; desires to excel on the job; works steadily and actively.

	
	

	Customer Service
Listens, identifies and responds quickly and effectively to internal and external customers’ needs; adjusts greetings and tone based on the customer; demonstrates good verbal and written communication; ensures each customer interaction is positive and respectful; goes beyond customer expectations and follows up to ensure customer satisfaction; anticipates and assists in preventing problems; demonstrates self-confidence and positive attitude.

	
	

	Teamwork
Successfully works with others to achieve desired results; contributes to team projects, committees and boards; exchanges ideas, opinions; seeks to clarify and confirm the accuracy of their understanding of unfamiliar or vague terms and instructions; helps prevent, resolve conflicts; develops and fosters positive working relationships; engages in on campus collaboration; is flexible, open-minded; promotes mutual respect; helps team solve problems.

	
	

	Diversity & Inclusion
Treats everyone equitably and fairly; embraces diversity in daily work life; works with diverse group of employees and customers comfortably and willingly; demonstrates value and respect for employees and customers from diverse backgrounds and faith traditions.
	
	

	Safety
Understands and adheres to A.S. risk and safety policies and procedures; adheres to the Injury & Illness Prevention Program; complies with safety and workers’ compensation reporting procedures; communicates areas of safety and risk to immediate supervisor and/or Area Director.
	
	

	Staff Management
Provides clear verbal and written instructions and descriptions of job standards and performance expectations; provides necessary training to assist employee in meeting job requirements; supports and encourages employees to achieve performance and personal development goals; ensures employees are held accountable for performance results and counsels employees on a regular basis, providing timely feedback and/or corrective action when necessary.
	
	


Section B - Progress & Achievements
	


Section C – Overall Rating & Comments
	□ Exceeds Expectations

□ Meets Expectations

□ Needs Improvement

□ Unacceptable 
	


*Introductory Period Status (For use after initial six months of employment/new appointment ONLY)


Section D – Goals 
	


Approvals:

____________________________________________          ____________________________________________

Division Director


Date

      Human Resources Director

Date
Employee Acknowledgement: I certify that my supervisor has discussed this document with me. My signature does not necessarily signify that I agree with the assessment. 

____________________________________________

____________________________________________

Employee Signature


Date


Supervisor Signature


Date
Section E – Employee Comments (Feedback can be provided in the box below, attached in a separate document, emailed to the supervisor or emailed directly to Human Resources.)
	


Rev. 10/15
□ APPROVAL – Introductory Period completed on _____/_____/_____


□ EXTENSION – Introductory Period Extended to _____/_____/_____ (Requires signatures below)


Reminder: A new evaluation must be completed at the end of the extended Introductory Period.








