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 RATING GUIDE

�  
Exemplary Performance 

This employee performs at a level that results in significant accomplishments that may not 
have been otherwise achieved. 


�  
Solid Sustained Performance 

This employee demonstrates good solid performance in managing work expectations; exhibits sustained support of organizational goals. 


�  
Achieves Performance Standards 

This employee meets job expectations. 


OR 

This employee is developing new skills and gaining new knowledge. 


�  
Does Not Achieve Performance Standards 

This employee’s performance needs improvement and/or is inconsistent. 

 KEY RESPONSIBILITIES

List the employee's key responsibilities or primary purpose:

 REVIEW OF OBJECTIVES
Record objectives from the previous review period in the space below and discuss the extent to which each objective was fulfilled.  Also describe changes (if any) to original objectives.

Objective 1:  

Objective 2:  

 SUPERVISORY/MANAGERIAL PERFORMANCE STANDARDS
The following standards must be addressed.  Information under For Example: is intended to assist the supervisor in addressing individual employee performance. 

	Managing Performance: 

This describes how well the manager provides employees with clear job expectations and feedback/coaching about performance.  Deals firmly and appropriately with performance problems.  Maintains timely employee performance evaluations. 
For Example:  Develops and clearly communicates challenging, achievable, relevant, and measurable work goals.  Provides employees feedback on a regular basis and gives guidance and assistance to improve performance.  applies clear/consistent performance standards.  Handles performance problems decisively and objectively; is direct but tactful.  Deals with disciplinary actions effectively as they occur, using coaching and counseling as needed.  Provides opportunities for employee development and coaches for success.  Consistently documents employee performance throughout the review period.  Completes staff evaluations on time based on observable behaviors.  Uses the appropriate leadership style for the situation.  Establishes a motivating environment.  

	Comments:  




	Communication:
This describes how effectively the manager shares information, builds relationships, and influences positive outcomes. 
For Example:  Effectively communicates the department's mission and vision and impact to the area's goals and objectives.  Uses clear and understandable language in presenting information.  Shares information and ensures the communication medium is appropriate for the message and meets the needs of the audience.  Ensures information filters to all appropriate levels and areas within and outside the organization in a timely manner.  Keeps up-line management informed of project status and current of possible controversial issues or situations.  Obtains needed results through clear, concise, and factual speaking and writing.  Actively listens and is open to input and feedback.  Resolves conflict situations appropriately while remaining open to discussion.  Encourages win/win outcomes.  

	Comments:  




	Decision Making/Problem Solving:
This describes how well the manager makes timely and rational decisions based on analysis of relevant information/data.  Accepts responsibility for decisions and takes proper action when necessary.   
For Example:  Makes decisions that are within scope of responsibility.  Makes decisions in difficult, confusing, and time sensitive situations.  Is able to deal with ambiguity.  Analyzes available information and potential consequences to the organization/individual; arrives at sound conclusions and takes appropriate action.  Accepts responsibility for decisions and takes proper corrective action when necessary.  Asks appropriate questions and uses an inclusive approach, considering interested parties' input prior to making a decision.   

	Comments:  




	Results Focus:
This describes how well the manager achieves expected outcomes that support organizational mission and goals.
For Example:  Manages workforce to meet current and future needs.  Sets and communicates the vision and direction.  Develops challenging, achievable, relevant, and measurable individual and team work goals.  Prioritizes tasks and sets standards and responsibilities.  Measures results against established goals.  Overcomes obstacles and is accountable for final results.  Demonstrates energy and ambition to achieve organizational goals.  May multi-task many diverse activities and work demands to gain results.  Actions are progressive, proactive, and demonstrate forward thinking.   

	Comments:  




	Customer Focus:
This describes how well the manager fosters and models a commitment to customer service.   
For Example:  Is knowledgeable of internal and external customer base and is committed to satisfying customers' needs within the parameters of the department's mission and goals.  Measures customer satisfaction.  Presents a professional, positive image and attitude to staff and customers.  Establishes and maintains effective working relationships.  Demonstrates a commitment to quality public service through statements and actions.  Demonstrates ability to create external partnerships (e.g., with the legislature, community, other agencies).    

	Comments:  




	Work Environment/Safety: 
This describes how well the manager promotes a respectful workplace and complies with general conditions of employment, EEO, security, and workplace safety policies.   
For Example:  Ensures a respectful environment free of harassment, discrimination, and violence.  Maintains confidentiality of information as it pertains to employees and workplace issues.  Promotes practices for a clean and secure workplace, and promotes and supports safety programs.  Maintains documents, files and records (electronic and paper) in a secure and confidential manner.  Ensures compliance with general conditions of employment, EEO, security, and workplace safety policies.   

	Comments:  




 ADDITIONAL EMPLOYEE PERFORMANCE STANDARDS
Use this section to describe employee performance in additional job related work areas such as Adaptability/Flexibility and Integrity/Ethics.  Typically, an additional three to five performance factors should be selected which address the employee's primary focus and performance.  

 PERFORMANCE SUMMARY
Use this section to summarize the employee's performance in the last review period, and to provide an overall rating if applicable.  When providing comments, consider the employee's performance against objectives, key issues from the Employee Performance section above, and strengths/potential improvements.

	Summary:  
	Overall Performance Rating:

[  ] Exemplary Performance

[  ] Solid Sustained Performance

[  ] Achieves Performance Standards

[  ] Does Not Achieve Performance Standards

	Comments:  




 OBJECTIVES FOR NEXT REVIEW PERIOD

Use the following section to record objectives for the next review period.

Objective 1:  

Objective 2:  

 EMPLOYEE DEVELOPMENT PLAN
This section should be completed after employee and manager have agreed upon desired areas of improvement and development needs related to upcoming goals.  It should include developmental objectives, corresponding development activities (on the job, formal training, etc.), and measurements and time frames for completion.

Developmental Objective 1:  

Developmental Objective 2:  

