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PERFORMANCE EVALUATION FORM

	Employee’s Name:
	

	Title:
	

	Department:
	

	Evaluator’s Name:
	

	Evaluator’s Title:
	

	Date of Evaluation:
	



I. JOB DESCRIPTION REVIEW
Review current job description with the employee and make sure it matches the job. Discuss the areas you see as most essential. Check here if the job description needs to be updated. HR will review and make updates. ________

II. REVIEW LAST YEAR’S EVALUATION WITH EMPLOYEE. Check here. _______

III. PEFORMANCE IN KEY AREAS:  
Identify key areas of responsibility for this employee and rate his/her performance in each area. 
A. Key Area 1:________________________________________________________________ 

Rating (circle one):  
	Exceeds Expectations
4 points
	Meets Expectations
3 points
	Needs Improvement
2 points
	Unsatisfactory
1 point



Provide Justification for Your Rating:



B. Key Area 2:_________________________________________________________________ 

Rating (circle one):  
	Exceeds Expectations
4 points
	Meets Expectations
3 points
	Needs Improvement
2 points
	Unsatisfactory
1 point



Provide Justification for Your Rating:



C. Key Area 3:_________________________________________________________________ 

Rating (circle one):  
	Exceeds Expectations
4 points
	Meets Expectations
3 points
	Needs Improvement
2 points
	Unsatisfactory
1 point



Provide Justification for Your Rating:




	
AVERAGE RATING OF KEY AREAS
 (TOTAL POINTS ÷ 3)
	




III. PERFORMANCE OF GENERAL AREAS

	A. Occupational Knowledge: Is this employee capable of doing this job? Is this employee learning quickly enough to be successful? Given adequate training, do you expect this employee to have the ability to perform at a high level?
Comments (required if giving a 1 or 2 rating.)






	Rating (Circle One)

	
	· Exceeds Expectations, 4 points
· Meets Expectations, 3 points
· Needs Improvement, 2 points
· Unsatisfactory, 1 point


	B. Teamwork: Is this employee focused on the good of the team and the bigger picture of Drury’s mission? Does this employee come to work with a positive attitude and make the work environment a better place? 
Comments (required if giving a 1 or 2 rating.)






	Rating (Circle One)

	
	· Exceeds Expectations, 4 points
· Meets Expectations, 3 points
· Needs Improvement, 2 points
· Unsatisfactory, 1 point

	C. Professional Integrity: Displays honesty and ethical behavior. Exercises good judgment. Acts as a role model to fellow staff. 
Comments (required if giving a 1 or 2 rating.)






	Rating (Circle One)

	
	· Exceeds Expectations, 4 points
· Meets Expectations, 3 points
· Needs Improvement, 2 points
· Unsatisfactory, 1 point

	D. Student Centeredness: Helpful and courteous to students on campus and/or to co-workers inside your work group. Recognizes the importance of delivering high quality service to students and understands how your department fits into Drury’s overall mission. Comments (required if giving a 1 or 2 rating.)






	Rating (Circle One)

	
	· Exceeds Expectations, 4 points
· Meets Expectations, 3 points
· Needs Improvement, 2 points
· Unsatisfactory, 1 point
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AVERAGE RATING OF GENERAL AREAS
(TOTAL POINTS ÷ 4)
	




Average of Key Areas + Average of General Areas = ________  ÷  2  = ____________
										Overall Rating


	Legend:

	Exceeds Expectations –  average rating of 4
Performance consistently surpasses what is expected for the position.

	Meets Expectations – average rating of 3
Performance consistently falls within desired levels.

	Needs Improvement – average rating of 2 (meet with Director of HR)
Performance does not yet meet expectations. 

	Unsatisfactory – average rating of 1 (meet with Director of HR)
Performance falls substantially short of expectations. 














IV. GOALS FOR NEXT EVALUATION
List performance goals for the next evaluation period. Attach additional sheet if necessary.










V.  SIGNATURES
Please sign where indicated.  Before the evaluation is discussed with the employee, the supervisor must obtain the signature of his/her own immediate supervisor for the “One Over One” review.

Employee:  _______________________________________________   Date:  _____________

Immediate Manager/Supervisor:  ____________________________  Date:  _____________

One Over One Review:  ____________________________________  Date:  _____________
					

Employee Comments: 
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