
Town of Glastonbury

PERFORMANCE APPRAISAL
	Name
	
	Date of Hire
	
	Emp #
	

	Title
	
	Period Covered
	
	To
	

	Department
	
	Review Date
	
	
	

	Division
	
	Next Review Date
	
	
	


	EVALUATION CRITERIA
	COMMENTS/EXAMPLES

TO SUPPORT RATINGS
	COMMENTS/EXAMPLES

TO SUPPORT RATINGS

	1. Initiative.  The degree to which the employee acts independently in new as well as everyday situations; the extent to which the employee sees what needs to be done and does it without being told.
· Excellent

Little or no supervision needed.  Highly resourceful in new situations.

· Good
Thinks and acts independently.  Resourceful in familiar situations.

· Satisfactory 
Initiative is satisfactory.  Requires occasional supervision in routine situations.

· Needs Improvement

Requires frequent instruction and close supervision.

· Unsatisfactory

Must be given an excessive amount of instruction.  Takes little or no initiative.


	
	          

	2. Productivity.    The actual work output of the employee, relative to established standards.
· Excellent

Definitely a “top” producer.  Consistently completes assignments ahead of deadline and with extreme accuracy.

· Good
Produces more than most-above average.  Usually completes assignments ahead of deadline with few errors.

· Satisfactory 
Output meets requirements.  Meets deadline with an acceptable level of accuracy.

· Needs Improvement

Low-output – below average.  Sometimes meets deadlines, often is late.

· Unsatisfactory

Extremely low output – definitely not acceptable.  Rarely meets deadlines.


	
	

	3. Quality.    Freedom from errors and mistakes; accuracy, quality of work in general.
· Excellent

Consistency highest possible quality.  Accurate and thorough.

· Good
Sometimes perfect work.  Usually few errors and mistakes.

· Satisfactory 
Quality acceptable – with some mistakes but of a tolerable level.

· Needs Improvement

Barely meets minimum standards.  Frequent mistakes, improvement  needed.

· Unsatisfactory

Excessive errors and mistakes.  Very poor quality.


	
	

	EVALUATION CRITERIA
	
	COMMENTS/EXAMPLES

TO SUPPORT RATINGS

	4. Dependability.  The extent to which the employee can be relied on to be available for work and do it properly.  The degree to which the employee is reliable and persistent.
· Excellent

Completely reliable.  Even goes beyond limits of tasks with little or no supervision when a need is perceived to do so.

· Good
Usually reliable and persistent in spite of most difficulties.

· Satisfactory 
Needs direction at times.  Will often seek support from others rather than risking a solution independently.

· Needs Improvement

Sometimes unreliable.  Avoids responsibility.  Seems to be satisfied  to “get by”.

· Unsatisfactory

Gives up easily.  Frequently unreliable.  Does  not wish to assume responsibility.


	
	

	5. Job Knowledge.    Knowledge of techniques, processes, procedures, services, equipment and materials required to do the job.
· Excellent

An authority on own tasks and superior knowledge of related jobs.

· Good
Well informed about present tasks and related jobs.

· Satisfactory 
Satisfactory knowledge of his/her job and sufficient knowledge of related jobs.

· Needs Improvement

Minimum knowledge for current position.  Additional  training necessary.

· Unsatisfactory

Employee lacks knowledge to perform task properly.  Training has produced little or no improvement.


	
	

	6. Interpersonal Relations.    Effectiveness in accomplishing tasks by working with others (e.g. peers, superiors, customers).
· Excellent

Always inspires teamwork and enthusiasm.  Readily assists others when needed.

· Good
Usually works well with others.  Usually demonstrates awareness and consideration of others’ viewpoints.

· Satisfactory 
Acceptable relations with others.  May have some difficulty communicating intricate or technical information but otherwise gets along with others.

· Needs Improvement

Occasionally causes conflict with others in the implementation of an assignment.

· Unsatisfactory

Usually creates a negative work environment whenever interaction with others is necessary to complete an assigned task.


	
	


	EVALUATION CRITERIA
	
	COMMENTS/EXAMPLES

TO SUPPORT RATINGS

	7. Supervision.  (Rate only if employee has been doing supervisory work.)  Effectiveness in planning, organizing, delegating, and controlling the work of subordinates and gaining their cooperation.  General effectiveness in motivating others in a work environment that encourages teamwork.  Ability to communicate through coaching and feedback.  Ability to deal with and effectively resolve personnel matters.
· Excellent

Has mastered skills of supervision.  Gets maximum production and cooperation.  Extremely effective in all areas of supervision.

· Good
Better than most in getting work done through others.

· Satisfactory 
Gets work done through others but sometimes “takes over him/herself”.  May have some difficulty in handling personnel related matters.

· Needs Improvement

Has difficulty as a supervisor.  Improvement needed.  Often ends up doing the work instead.  Does not effectively deal with personnel issues.

· Unsatisfactory

Lacks ability to supervise at this time.

	
	

	8. Is the employee interested in supervisory positions?   FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No        If yes, please complete the following section.
Potential for future supervisory responsibilities:
Good

Satisfactory

Needs Improvement

Unsatisfactory

N/A. Not Observed

Judgment

Communication Skills

Ability to Supervise/Manage

Time Management

Decision Making

Teamwork 

Follows Directions

Project Management

Gives Directions to Others

Sets Goals/Objectives

Ability to Evaluate Performance

Safety Consciousness

Work Ethics/Abides by Code of Ethics

Job Knowledge of Supervisory Position


	
	

	9.  Attendance     

     Total Sick Days                        ________

     Number of Occurrences          ________

     Other Leave (s)                        ________    
	
	

	Overall Rating of Performance

 FORMCHECKBOX 
    Excellent                        FORMCHECKBOX 
   Good                     FORMCHECKBOX 
   Satisfactory                              
                 FORMCHECKBOX 
    Needs Improvement     FORMCHECKBOX 
   Unsatisfactory    
	
	


	SUPERVISOR’S OBJECTIVES/AREAS OF DEVELOPMENT
	

	
	

	
	

	
	

	
	

	
	


	SIGNATURES AND COMMENTS



	  Immediate Supervisor’s Signature   ____________________________________  Date ________________________


	  Superintendent:  Your signature indicates that you have reviewed and concur with this appraisal

  Signature                                               ____________________________________   Date ________________________


	  Director:  Your signature indicates that you have reviewed and concur with this appraisal

  Signature                                               ____________________________________   Date ________________________


	   Employee:   Your signature indicates that you have read this form and that your supervisor has reviewed your performance

                        with you.  It does not necessarily indicate you agree with everything that was written or discussed.  Use the space 

                        below for additional comments.

    Signature                                            ____________________________________   Date ________________________    

           


APPRAISERS COMMENTS:

EMPLOYEE COMMENTS REGARDING EVALUATION:
EMPLOYEE’S PERSONAL GOALS FOR GROWTH AND DEVELOPMENT:
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