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PART 1: ADMINISTRATIVE INFORMATION	OVERALL RATING: Click here to enter text.

Name (Last, First, MI): Click here to enter text 
Employee ID#: Click here to enter text.
Department #: Click here to enter text. 
Department/Division: Click here to enter text. 
Rating Period:  Click here to enter text.
Position #: Click here to enter text.
Position Title: Click here to enter text.

Hire Date: Click here to enter date
Position Assigned Date: Click here to enter a date.
FLSA Status: Choose an item.
Grade: Click here to enter text.
Current Step: Click here to enter text.
Annual Salary: Click here to enter text.
Hourly Rate: Click here to enter text.

Type of Evaluation: Choose an item. 	Next Scheduled Evaluation Date: Enter a date.

PART 2: CRITICAL JOB RESULTS DURING THIS RATING PERIOD

Overall Rating: An “E” – Must add value to the organization throughout the year in excess of the performance requirements, “ME” – Must meet performance expectations, “NI” – Demonstrated performance that falls below the definition of the “ME” rating.

1. Major Objective: Click here to enter text.		Weight: Choose an item.
Expectations: Click here to enter text.
Employee’s Assessment – I have successfully met this major objective: Choose an item.
Employee Comments: Click here to enter text. 
Rater’s Comments: Click here to enter text.
		Rating: Choose an item.

2. Major Objective: Click here to enter text.		Weight: Choose an item.
Expectations: Click here to enter text.
Employee’s Assessment – I have successfully met this major objective: Choose an item.
Employee Comments: Click here to enter text. 
Rater’s Comments: Click here to enter text.
		Rating: Choose an item.
3. Major Objective: Click here to enter text.		Weight: Choose an item.
Expectations: Click here to enter text.
Employee’s Assessment – I have successfully met this major objective: Choose an item.
Employee Comments: Click here to enter text. 
Rater’s Comments: Click here to enter text.
		Rating: Choose an item.

4. Major Objective: Click here to enter text.		Weight: Choose an item.
Expectations: Click here to enter text.
Employee’s Assessment – I have successfully met this major objective: Choose an item.
Employee Comments: Click here to enter text.
Rater’s Comments: Click here to enter text.
		Rating: Choose an item.


5. Major Objective: Click here to enter text.		Weight: Choose an item.
Expectations: Click here to enter text.
Employee’s Assessment – I have successfully met this major objective: Choose an item.
Employee Comments: Click here to enter text.
Rater’s Comments: Click here to enter text.
		Rating: Choose an item.

6. Major Objective: Click here to enter text.		Weight: Choose an item.
Expectations: Click here to enter text.
Employee’s Assessment – I have successfully met this major objective: Choose an item.
Employee Comments: Click here to enter text.
Rater’s Comments: Click here to enter text.
		Rating: Choose an item.

7. Major Objective: Click here to enter text.		Weight: Choose an item.
Expectations: Click here to enter text.
Employee’s Assessment – I have successfully met this major objective: Choose an item.
Employee Comments: Click here to enter text.
Rater’s Comments: Click here to enter text.
		Rating: Choose an item.

8. Major Objective: Click here to enter text.		Weight: Choose an item.
Expectations: Click here to enter text.
Employee’s Assessment – I have successfully met this major objective: Choose an item.
Employee Comments: Click here to enter text.
Rater’s Comments: Click here to enter text.
		Rating: Choose an item.

9. Major Objective: Click here to enter text.		Weight: Choose an item.
Expectations: Click here to enter text.
Employee’s Assessment – I have successfully met this major objective: Choose an item.
Employee Comments: Click here to enter text.
Rater’s Comments: Click here to enter text.
		Rating: Choose an item.

10. Major Objective: Click here to enter text.		Weight: Choose an item.
Expectations: Click here to enter text.
Employee’s Assessment – I have successfully met this major objective: Choose an item.
Employee Comments: Click here to enter text.
Rater’s Comments: Click here to enter text.
		Rating: Choose an item.


Overall Rating: An “E” – Must add value to the organization throughout the year in excess of the performance requirements, “ME” – Must meet performance expectations, “NI” – Demonstrated performance that falls below the definition of the “ME” rating.

PART 3: OVERALL JUSTIFICATION OF “NEEDS IMPROVEMENT’ or “EXCEEDS’ RATINGS(S) ON CRITICAL JOB RESULTS.
Instructions: Mandatory narrative comments of justification are required for an overall rating of “Needs Improvement or Exceeds”. Attach additional sheets if necessary.
COMMENTS: Click here to enter text.
ADDITIONAL DOCUMENTATION INCLUDED: Choose an item.
If Yes, please provide an overview in the comment section.
COMMENTS: Click here to enter text.

PART 4: NEXT YEAR’S OBJECTIVES AND EXPECTATIONS (IF DIFFERENT): Click here to enter text.

PART 5: INDIVIDUAL DEVELOPMENT PLAN: Click here to enter text.

PART 6: SUPERVISOR’S COMMENTS: Click here to enter text.

PART 7: EMPLOYEE’S COMMENTS: Click here to enter text.

PART 8: SIGNATURES – APPROVAL: 

	
	
	
	
	

	Rater’s Name
	
	Signature
	
	Date

	
	
	
	
	

	Rater’s Manager’s Name
	
	Signature
	
	Date

	
	
	
	
	

	Agency Head or Elected Official
	
	Signature
	
	Date

	
	
	
	
	

	Employee’s Name
	
	Signature*
	
	Date

	*By signing here the employee acknowledges that he/she has been advised of his/her performance rating for the stated period, the rationale behind such rating, and receipt of copy of this document.  It does not constitute agreement or disagreement with the rating.

	



Part 1:  ADMINISTRATIVE INFORMATION
· This section should be completed by the Agency Head or Designee and reviewed by the employee.
Part 2:  CRITICAL JOB RESULTS DURING THIS RATING PERIOD
· Seven segments are provided for Major Objectives.  Please delete any boxes that are not needed and add boxes as needed.  
· The Major Objective, Expectations, and Weight need to be agreed upon by the supervisor and employee and outlined in the previous year’s evaluation as goals.  You will want to include in the objectives, how the standards of conduct PR – 501 are reflected in their forecasting, planning, organization, administration, problem solving, decision making, follow-up and control, budget knowledge, and ethics.
· The total for all “Weights” must equal 100%.  If the overall objective weight falls below the weight stated then the standard has not been met and a “needs of improvement” NI    should be checked and justification provided in the rater’s comments in section Part II, justification.   If an objective exceeds over 50% then the standard is “exceeding expectation” E    should be checked and justification provided in the rater’s comments in section Part II, justification. 
· The employee may complete the employee’s assessment prior to the rater completing their section and indicate their assessment of the results achieved in reaching the objective or mitigating circumstances that affected his/her ability to do so.  If the employee’s determination of their assessment is meeting the standard; the employee may click on the field provided      “I have met this performance standard” or will provide comments of meeting the expectation.  The employee’s and employer’s assessment must be completed.
· After the employee has assessed their evaluation, the rater will complete the rater’s comments and the rating for each objective.  All ratings of E or NI must be justified in the rater’s comments for each objective.
· Indicate the overall rating at the end of this section. The employee must successfully have met each of their objectives at 50% to receive an overall rating of “meets expectation” ME.  If an employee’s overall rating falls below 50% a needs for improvement plan should documented in section Part 4 and/or Part 5.  
PART 3:  OVERALL RATING:
· The overall rating should be listed here.  There is an ADDITIONAL DOCUMENTATION box included, check 
Yes	or  	No  
If yes, provide an overview in this box.
PART 4:  NEXT YEAR’S OBJECTIVES AND EXPECTATIONS (if different):
· List the new objectives and expectations, including percentages, on which the employee will be rated on during their next evaluation period. 
· Include any new work assignments that the employee has been given or will be given during that rating period.
· Attach additional sheets if necessary.
PART 5:  INDIVIDUAL DEVELOPMENT PLAN:
· This section may be completed by both the employee and supervisor.
· Identify and list the skills which are intended to help develop the employee for continuous and enhanced improvement in performance, or in areas where improvement is required. 
· List measurable project objectives to be accomplished during the next review period.  
· Attach additional sheets if necessary. Click on the field provided.  
PART 6:  EMPLOYEE COMMENTS:
· Provide employee comments/feedback.
PART 7:  SUPERVISOR’S COMMENTS:
· Provide supervisor’s comments/feedback.
PART 8:  SIGNATURES – APPROVAL:
· Signatures are listed in order of review and must be approved prior to proceeding to the next level of signature approval.  
· After securing required signature approvals, the supervisor will meet with the employee for a performance evaluation discussion of the employee’s performance during the rating period.  
· The employee will be asked to acknowledge his/her understanding of performance expectations for the next rating period.  
· Should the employee refuse to sign this form, a witness may sign to document that the employee received a copy of his/her evaluation.
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