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EMPLOYEE PERFORMANCE EVALUATION
Employee’s Name: 




  Title: 






Evaluated by: 





  Date of Meeting: 



Instructions:
1. Review the yearly work plan prior to the meeting. 

2. Ask the employee to complete the Individual’s Worksheet (page 8)

3. Complete pages 1-5, keeping the following guidelines in mind (for more suggestions, see pages 6-7):
(   Review the employee’s performance for the entire period; try to refrain from basing your judgements on recent or isolated events only. Disregard your general impression of the employee and concentrate on rating one factor at a time.
(   Take into consideration the amount of time the employee has held the job. Rate the employee’s performance based on what you would expect for a person performing the job for that amount of time.
(   Place a checkmark next to the rating that best summarizes the employee’s performance in each factor since the last appraisal or date of hire.
(   The relative importance of each factor will vary depending on the position you are reviewing; some factors may not be relevant to a particular position. In such cases, write “N/A” or explain why the factor is not significant. 

4. Meet with the employee and discuss what you wrote. Allow the employee time to look at the review and write a response (if he or she desires to respond in writing).

5. Sign the forms and save with administrative forms. If the employee’s job description was updated, attach a copy to the review. 


In the space below, summarize and list the most important responsibilities, tasks, and/or special projects performed by the employee during the past year or contract period.

Performance Factors: Rate the employee’s performance by placing a checkmark next to the appropriate rating and enter your comments to support your rating directly below. Be as specific as possible; include examples from the responsibilities, tasks, and projects listed above where applicable. 
Exceptional

Performance that far exceeds the requirements of the job.

Excellent
Performance that frequently exceeds the requirements of the job.
Very Good

Performance that meets all job requirements.

Needs Work
Performance that meets most of the job requirements; some improvement is desirable.

Unsatisfactory
Performance that falls well below the requirements; improvement is required. 

	Job Knowledge
How well the employee gets to the root of problems. The adequacy of the employee’s skills. Employee’s understanding of normal job requirements. Employee’s understanding of related functions. Employee’s efforts to keep skills current.
	 FORMCHECKBOX 
 Exceptional  FORMCHECKBOX 
 Excellent  FORMCHECKBOX 
 Very Good  FORMCHECKBOX 
 Needs Work  FORMCHECKBOX 
 Unsatisfactory

	Quality of Work
Consider neatness, thoroughness, and accuracy of the work the employee produces.


	 FORMCHECKBOX 
 Exceptional  FORMCHECKBOX 
 Excellent  FORMCHECKBOX 
 Very Good  FORMCHECKBOX 
 Needs Work  FORMCHECKBOX 
 Unsatisfactory

	Quantity of Work
How well does the employee maintain his or her output of work? Volume of work employee performs under normal conditions.


	 FORMCHECKBOX 
 Exceptional  FORMCHECKBOX 
 Excellent  FORMCHECKBOX 
 Very Good  FORMCHECKBOX 
 Needs Work  FORMCHECKBOX 
 Unsatisfactory

	Initiative
How well does the employee grasp instructions without close follow-up? How well does the employee perform in the face of obstacles? How alert is the employee in the absence of supervision?
	 FORMCHECKBOX 
 Exceptional  FORMCHECKBOX 
 Excellent  FORMCHECKBOX 
 Very Good  FORMCHECKBOX 
 Needs Work  FORMCHECKBOX 
 Unsatisfactory

	Dependability/Reliability
How well can the employee be relied on to accept responsibility and complete work assignments? How well does the employee meet deadlines?


	 FORMCHECKBOX 
 Exceptional  FORMCHECKBOX 
 Excellent  FORMCHECKBOX 
 Very Good  FORMCHECKBOX 
 Needs Work  FORMCHECKBOX 
 Unsatisfactory

	Dealings with People
The mutual cooperativeness that exists with others. The confidence others have in the employee. Employee’s tactfulness and diplomacy.


	 FORMCHECKBOX 
 Exceptional  FORMCHECKBOX 
 Excellent  FORMCHECKBOX 
 Very Good  FORMCHECKBOX 
 Needs Work  FORMCHECKBOX 
 Unsatisfactory

	Attitude
The interest and enthusiasm employee shows to job and organization. Employee’s sustained efforts to achieve organization objectives. Employee’s respect for confidences.
	 FORMCHECKBOX 
 Exceptional  FORMCHECKBOX 
 Excellent  FORMCHECKBOX 
 Very Good  FORMCHECKBOX 
 Needs Work  FORMCHECKBOX 
 Unsatisfactory

	Resourcefulness

Employee’s resourcefulness in solving unusual problems. The frequency and value of employee’s suggestions to simplify, modify, or improve the job.
	 FORMCHECKBOX 
 Exceptional  FORMCHECKBOX 
 Excellent  FORMCHECKBOX 
 Very Good  FORMCHECKBOX 
 Needs Work  FORMCHECKBOX 
 Unsatisfactory

	Attendance/Punctuality
How conscientious is the employee about attendance, punctuality, lunch periods, completing time sheets, etc. Consider time spent away from work area in idle conversation, etc. Consider number of absences and number of times late since last review.
	 FORMCHECKBOX 
 Exceptional  FORMCHECKBOX 
 Excellent  FORMCHECKBOX 
 Very Good  FORMCHECKBOX 
 Needs Work  FORMCHECKBOX 
 Unsatisfactory

	Other
List and comment on any other significant performance factors relevant to this position:


	 FORMCHECKBOX 
 Exceptional  FORMCHECKBOX 
 Excellent  FORMCHECKBOX 
 Very Good  FORMCHECKBOX 
 Needs Work  FORMCHECKBOX 
 Unsatisfactory


Assess the employee’s strengths and areas needing improvement. 

Be specific and provide examples as you answer the following questions.

	In which job responsibility, task, or special project does the employee show the strongest results? What can be done to build on these strengths? (Special assignments, promotions, education, training, new responsibilities?)

	

	In which responsibility, task, or special project does the employee most need improvement? What can the employee do, what can you do, what can the museum do? 


	


Supervisor’s Comments:

As the performance evaluator, I have discussed all items reviewed on this form with the employee.

Evaluator’s Signature: 




  Date: 



Check one box:  FORMCHECKBOX 
 Job Description has   FORMCHECKBOX 
 Job description has changed. A revised Job

not changed. 

Description is attached. 

Employee’s Comments: Employee is encouraged to use the space below to describe any reaction to ratings, thoughts about current position, future plans, steps being taken to reach goals. Use additional paper if you wish.

Employee:
I have seen and reviewed the appraisal. All items covered have been discussed fully with me. I have been encouraged to make comments. I realize that my signature does not necessarily imply that I am in full agreement with the appraisal. 

Employee’s Signature: 




  Date: 




Suggestions for Effective Performance Appraisals
Ask your supervisor/board if they would like to look at and discuss the reviews you have prepared before you meet with employees. This gives your supervisor/board the opportunity to make suggestions which you may want to include in your meeting with employees. 

Establish a climate of confidence and respect; reassure employees that the annual review is a routine procedure. Encourage employees to participate in the discussion to increase their satisfaction and acceptance of the review.

Remember – this is a review of past performance. Don’t save up problems to discuss for the first time in the review. There should be no surprises for the employee. 

Allow sufficient preparation time to show the employee that you put some thought into the evaluation. Set the meeting in advance and allow the employee time to prepare. You may want the employee to give you his or her worksheet before the meeting. Avoid rescheduling, delaying, putting off, or interrupting the meeting; otherwise, you send the message that this is not important to you.

Remember that an important purpose of the meeting is to achieve agreement and mutual understanding about job responsibilities, roles, problem areas, priorities, and objectives. Encourage open, two-way discussion to explore performance problems and to discuss alternatives for solving problems. Remember that people who participate in solving problems are more willing to make changes.

Be realistic and specific, and establish some goals for the future. Even though a positive review can be gratifying, research shows that a flattering review is not as effective as one that uses realistic feedback given in a supportive way along with the establishment of goals for the future. 

Give the employee effective feedback rather than criticism to strengthen your working relationship and improve performance. 

Effective feedback should be/do the following:

· Specific rather than general. Use specific examples to illustrate your points. It is more helpful to say, “you were late for work more than thirty minutes five times in the last month” than it is to say, “you are always late.”

· Focus on behaviour rather than on the person. Discuss what a person does rather than who he or she is. For example, it is better to say, “you talked more than anyone else at the last meeting” than to say, “you are a loudmouth.” Talking about behaviour makes changes possible; labelling a person implies a fixed personality trait.

· Take into account the needs of the person receiving it. Feedback given out of a desire to cut someone down to size is destructive; feedback should be to help, not to hurt.

· Share information rather than give advice. By sharing information, you allow the person to decide what changes need to be made.

· Well-timed. In general, immediate feedback is most useful, depending on the person’s readiness to hear it. Performance appraisal should be an on-going process, not a once-a-year meeting.

· Provide the amount of information a person can use. Overloading the person decreases the probability that he or she will be able to use the information effectively.

· Focus on what is said or done and how – not why. Don’t speculate about motives, intentions, or attitudes or you wind up in a debate. These things are intangible and arguable. Stick to behaviour you have personally observed.

· Check to assure clear communication. Ask the employee to rephrase your comments to see if he or she understood what you said. As in any communication, feedback about the employee’s performance is subject to miscommunication.
End the meeting by reviewing the discussion, confirming understandings, getting commitments for change, reviewing goals, and assigning deadlines for specific improvement plans, if applicable.
EMPLOYEE’S PERFORMANCE APPRAISAL WORKSHEET
Employee’s Name: 




  Title: 






Evaluated by: 





  Date of Meeting: 



These questions will help you prepare for your performance review meeting with your supervisor. Be as specific as possible; use examples, if possible. Use more paper if you wish.

	What do you consider to be your major accomplishments at work since your last review?
	

	How well do you know what you need to know in order to do your work? What additional information do you need?
	

	Are there any changes that could be made to improve your effectiveness?
	

	What skills or new knowledge would you like to develop in order to improve your performance?
	

	What can you, your supervisor, or the museum do to improve your performance and increase your job satisfaction?
	

	What are your long range career objectives and what are your plans to meet these objectives? 
	

	Are there any goals you would like to work toward between now and your next performance evaluation? How will progress be measured?
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