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This rating sheet provides a practical method through which the ability of the individual can be judged with a reasonable degree of accuracy and uniformity.  Check the box which most adequately describes overall performance.  Keep in mind that in spite of an individual’s performance characteristic being either exemplary or poor, the overall performance may be somewhat different.


Exceptional
Consistently achieves and usually exceeds expected results.  Seeks out opportunities for ways to achieve better results.

Exceeds Requirements
Consistently achieves expected results.  Often exceeds and rarely falls short of achieving expected results.

Meets Requirements
Adequate, fair, usually achieves expected results.  Occasionally exceeds and sometimes falls short of achieving them.

Minimally Meets Requirements
Borderline, questionable; frequently falls short of expected results.

Inadequate
Performance too poor to retain.

	PERFORMANCE CHARACTERISTICS
	EXCEPTIONAL
	EXCEEDS REQUIREMENTS
	 MEETS  REQUIREMENTS
	MINIMALLY MEETS REQUIREMENTS
	INADEQUATE

	Knowledge of Job
A clear understanding of facts or factors pertinent to the job.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Quality of Work
Thoroughness, accuracy and neatness of work.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Dependability
Conscientious, responsible, reliable with respect to work completion.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Cooperation
Ability and willingness to work with associates, superiors and others.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Initiative
Contribution of new ideas, ability to work independently toward approved goals.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Attendance
Appropriate use of leave, consideration of work load.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Punctuality
Prompt, appropriate notification of tardiness.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Productivity
Demonstrated accomplishments, volume of work.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Supervisory Ability
Ability to lead and team build, commitment to Affirmative Action.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
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1. How long has this person been under your supervision?

      
2. What do you consider his/her strongest point(s)?  

      
3. What do you consider his/her weakest points(s)?  

      
4. What steps are being taken to correct this (or these) weakness?

      
5. Give a brief appraisal of employee’s potential. 
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Date


Director/Dean 
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