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  Employee Performance Review – Hourly (Non-Exempt) Staff

Name       
Job Title
     
Dept 
     
Review Type: 
 FORMCHECKBOX 
  Annual 
 FORMCHECKBOX 
 3-Month Introductory Period
 FORMCHECKBOX 
  Extension of 3-Month Introductory Period 


I. Ratings

	Ratings Definitions 

Exceeds Expectations*
Regularly exceeds the requirements and expectations for the position. 
Meets Expectations
This is an acceptable and expected level of performance. Meets requirements of the job. 

Below Expectations*
Below average or unsatisfactory performance. Improvement needed. 
Not Applicable:
Not applicable to job.

* Cite specific examples in the Comments sections.
	Exceeds 
	Meets
	Below
	N/A

	A.  




Quality & Quantity of work
	
	
	
	

	1.
Job knowledge 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Technical knowledge 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Accuracy and completeness of work 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Amount of work accomplished
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
Customer Service
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
Planning and Organizing 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
Initiative
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Supervisor’s Comments

     

	
	
	
	

	B.  




work habits
	
	
	
	

	1.
Attendance and dependability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2
Observes established work hours
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3
Completes work efficiently and on time
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Demonstrates the ability to work without immediate supervision
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
Complies with departmental and College policies
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
Complies with instructions, rules and regulations.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Supervisor’s Comments





	
	
	
	


	
	Exceeds
	Meets
	Below
	N/A

	C.




work attitudes
	
	
	
	

	1.
Endeavors to improve work techniques
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.

Accepts new ideas and procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.

Accepts constructive criticism and suggestions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.

Accepts responsibility
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.

Exercises sound judgment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.

Flexibility and adaptability  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.

Participates in professional development activities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.

Team player
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.

Observes established lines of authority and channels of communication
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.
Participates in continuous quality improvements in department service
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Supervisor’s Comments

     

	
	
	
	

	D. 




relationships with others
	
	
	
	

	1.
Works well with supervisor/co-workers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Demonstrates customer service orientation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Cooperative and considerate
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Fosters positive, respectful work environment and teamwork
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
Communication skills (verbal, written)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Supervisor’s Comments

     

	
	
	
	


II. Assessment Summary & Planning

A.
 Overall Performance

 FORMCHECKBOX 
 Excellent - Exceeds expectations
 FORMCHECKBOX 
 Good - Satisfactory performance/regularly meets expectations 

 FORMCHECKBOX 
 Fair - Needs improvement

 FORMCHECKBOX 
 Unsatisfactory – Deficiencies must be corrected* 

* Complete the development plan below when job performance is below or does not meet acceptable standards. 

B.
Achievements for the Past Fiscal Year

1.
     
2.
     
3.      
C.
Goals for the Next Fiscal Year

1.
     
2.
     
3.      
D. 
Development Plan - Discuss the expectations for improving job performance that is below minimum standards. 

     

Employee Comments: Optional (Comments may be attached)

     

Supervisor’s Recommendation:

 FORMCHECKBOX 
 Retain (Introductory Period)
 FORMCHECKBOX 
 Dismiss (Introductory Period)
 FORMCHECKBOX 
 Extend Introductory Period & Re-Appraisal


 FORMCHECKBOX 
 Merit



 FORMCHECKBOX 
 Recognition Award

 FORMCHECKBOX 
 No Action Required


Signatures
______________________________________________________________________________________________

Employee’s Signature
Date
(Does Not Imply Agreement or Disagreement with Evaluation)

_____________________________________________________________________________

Supervisor’s Signature
Date




( Please return the Performance Review Form to Human Resources

Glossary of Terms

Job Knowledge
Knows the details of the job. Understands job duties and responsibilities and demonstrates required skills

    (A1)
and knowledge in performing the job. Follows job procedures.

Technical Knowledge
Acquires, uses and demonstrates proficiency in apply methods, techniques and/or utilization of equipment, 

     (A2)
software, hardware. Stays current with best practices, industry standards, upgrades, innovations.


Customer Service
Extent to which employee treats students, other staff, faculty, vendors, the public, in a courteous, helpful

    (A5)
manner. Is responsive to customer needs and satisfaction.

Planning & Organizing
Thinks ahead. Anticipates needed action. Recognizes and reacts to priorities and deadlines to deal with

   (A6)
current and future work, events, activities.

Participates in 
Seeks to improve skills, knowledge, ability by taking workshops or online Ed2Go classes, reading job-related

Professional 
publications, joining professional associations.  

Development


Activities 

   (C7)

Participates in 
Demonstrates personal commitment and suggests ideas and solutions to: improve the quality of service

Continuous Quality
for students/staff/faculty/others, streamline operations, automate manual processes, reduce costs, 

Improvements
eliminate unnecessary procedures and/or paperwork. 

   (C10)

Cooperation &
Extent to which the employee works harmoniously and effectively with the supervisor and others to 

Consideration
accomplish department goals and meet department needs.

   (D3)
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