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	Review Period: 
	July 1,
	     
	to
	June 30, 
	     


	Name:
	     
	Department:
	     
	Position:
	     

	Factors Related to Performance

	Key Job Responsibilities
	Meets Expectations
	Needs

Improvement
	Does Not Meet Expectations

	Instructions – Identify and evaluate key job responsibilities as listed on the job description and rate by placing a check mark in the appropriate block.

	1.      
	
	
	

	Employee comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Manager comments: 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. 
	
	
	

	Employee comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Manager comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.      
	
	
	

	Employee comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Manager comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.      
	
	
	

	Employee comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Manager comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.      
	
	
	

	Employee comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Manager comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Job Description Competencies

(List the 3 most important competencies)
	Meets Expectations
	Needs

Improvement
	Does Not Meet Expectations

	Instructions – Please list and rate the 3 most important competencies included on the job description by placing a check mark in the appropriate block.  Please provide specific examples and comments to support each rating.

	1.      
	
	
	

	Employee comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Manager comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.      
	
	
	

	Employee comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Manager comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.      
	
	
	

	Employee comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Manager comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Current Goals – List current year goals and results.

	Goals
	Results

	1.      
	     

	2.      
	     

	3.      
	     

	Manager comments:      

	Next Year’s Goals – List 2-3 goals for the coming year.  Goals should be Specific, Measurable, Attainable, Realistic and Timebound (S.M.A.R.T.)

	1.      

	2.      

	3.      

	Manager Comments:      

	Employee Comments:      

	Manager Signature:
	Date:
     
	Employee Signature:
	Date: 
     



PLEASE SEND COMPLETED FORM TO YOUR MANAGER VIA E-MAIL.
Distribution:
Original to Human Resources


Copy to Employee and Department
Revised May 2012
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