Town of Glastonbury

MANAGEMENT

PERFORMANCE APPRAISAL

	EMP #
	  
	NAME
	

	TITLE
	

	DEPT
	
	DIV
	

	PERIOD COVERED BY THIS APPRAISAL
	

	REVIEW DATE
	
	NEXT REVIEW DATE
	


RATINGS:


E
=
EXCELLENT



Outstanding performance significantly exceeds job requirements and expectations on a consistent basis


G
=
GOOD



Above average performance; consistently meets and exceeds job requirements


S
=
SATISFACTORY



Performance is at an acceptable level; meets job expectations


D/NI
=
DEVELOPING/NEEDS IMPROVEMENT



Developing:  In the growth stage in this area; improvement is anticipated with experience.


US
=
UNSATISFACTORY



Consistently performs well below job standards; performance is unacceptable and must show immediate improvement

	Complete only those factors that are relevant to the employee being evaluated:

E = Excellent      G =  Good      S = Satisfactory      D/NI = Developing/Needs Improvement     US =  Unsatisfactory

	
	
	
	

	INDIVIDUAL COMPETANCIES (Select the appropriate rating)
	COMMENTS/EXAMPLES TO SUPPORT RATINGS

	1. Process Improvement.  

· Actively participates in process improvement

     teams or  initiatives

· Takes Leadership role

· Enthusiastically endorses continuous process

                      improvement
	· E    

· G

· S         

· D/NI          

· US      


	

	2. Judgement / Decision Making

· Able to identify problems

· Exhibits reasoned judgment

· Makes practical and informed decisions


	· E    

· G

· S         

· D/NI          

US      
	

	3. Planning and Organizing

· Carefully plans work and sets challenging 

     goals and work schedules

· Organizes time and resources to achieve goals

· Makes effective use of time, meets deadlines


	· E    

· G

· S         

· D/NI          

· US      


	

	4. Attitude Toward Work

· Committed to Town and organized goals

· Willing to devote time and energy to job

· Exhibits professionalism, maturity


	· E    

· G

· S         

· D/NI          

· US      


	

	5. Teamwork / Interpersonal Skills

· Works well with colleagues to achieve results

· Initiates / facilitates team activity/solutions

· Builds effective working relationships/gains 

    Support
	· E    

· G

· S         

· D/NI          

· US      


	

	6. Quality of Work

· Identifies and satisfies customer requirements

· Establishes and maintains high quality standards

· Ensures accuracy of work produced


	· E    

· G

· S         

· D/NI          

· US      


	

	7. Analytical Skills

· Obtains appropriate data effectively

· Logically analyzes data

· Develops practical and creative solutions


	· E    

· G

· S         

· D/NI          

· US      


	


	Complete only those factors that are relevant to the employee being evaluated:

E = Excellent      G =  Good      S = Satisfactory      D/NI = Developing/Needs Improvement     US =  Unsatisfactory

	
	
	
	

	INDIVIDUAL COMPETANCIES (Select the appropriate rating)
	COMMENTS/EXAMPLES TO SUPPORT RATINGS

	8. Job Knowledge / Technical Expertise

· Understands all aspects of the position

· Applies knowledge to assigned tasks


	· E    

· G

· S         

· D/NI          

· US    


	

	9. Initiative and Adaptability

· Willing to accept change

· Takes initiative without continual directions

· Ability to suggest and/or develop new ideas

    and methods


	· E    

· G

· S         

· D/NI          

· US      


	

	10. Communication Skills

· Able to communicate effectively with others both

     Verbally and in writing

· Listens effectively


	· E    

· G

· S         

· D/NI          

· US      


	

	11. Ethics Awareness

· Understands policy

· Exhibits integrity in professional dealings


	· E    

· G

· S         

· D/NI          

· US      


	

	12. Other (Please Specify)

	· E    

· G

· S         

· D/NI          

· US      


	

	LEADERSHIP COMPETENCIES (Select the appropriate rating)
	COMMENTS/EXAMPLES TO SUPPORT RATINGS

	13. Goal Setting / Progress Monitoring

· Sets meaningful goals and deadlines

· Conducts regular  progress reviews

· Takes corrective action when appropriate


	· E    

· G

· S         

· D/NI          

· US      


	

	14. Performance Assessment and Recognition

· Gives realistic and  timely feedback

· Rewards employee performance 

    appropriately

· Addresses poor  performance


	· E    

· G

· S         

· D/NI          

· US   


	


	Complete only those factors that are relevant to the employee being evaluated:

E = Excellent      G =  Good      S = Satisfactory      D/NI = Developing/Needs Improvement     US =  Unsatisfactory

	15. Delegating Skills

· Delegates responsibility and authority

· Provides clear explanation of  requirements

· Encourages active employee involvement

     in developing solutions


	· E    

· G

· S         

· D/NI          

· US      


	

	16. Subordinate Development

· Empowers and motivates employees

· Provides new challenges for employees


	· E    

· G

· S         

· D/NI          

· US      


	

	17. Other (Please Specify)

	· E    

· G

· S         

· D/NI          

· US      


	


	SIGNATURES AND COMMENTS



	Director/Superintendent:     Your signature indicates that you have discussed this appraisal with your employee:

Signature ____________________________________​__                      Date ________________________



	Town Manager:     Your signature indicates that you have reviewed and concur with this appraisal given by the Supervisor.

 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 ________________________




COMMENTS:

(Name of Employee) Performance Appraisal (date)
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