
EMPLOYEE EVALUATION FORM

Employee Name:




Department / Department Code:

Review Period:




Reviewing Manager:




Job Title:




Please Use the Following RATING SCALE:
5:  Well Above = Consistently performs above expectations.

4:  Above = Frequently performs above expectations.

3:  Meets = Performs in line with expectations.

2:  Below = Frequently performs below expectations.

1:  Well Below = Consistently performs below expectations.

Section I:  Employee Self-Evaluation

Employee is to complete the Section I Self-Evaluation prior to his or her manager completing Section II.

Rate yourself in the following areas in accordance with the Rating Scale on the previous page.

Sign and date your Self-Evaluation and make sure it is provided to your evaluating manager prior to your scheduled review date.
Rating Area 1:  Customer Service Skills

Rate yourself on the way you interact with customers.  If you do not regularly deal with customers, rate yourself on the way you deal with your colleagues and superiors on a daily basis.

Rating Area 1 Comments ______________________________________________________

___________________________________________________________________________


Rating Area 2:  Interpersonal Relationships
Rating Area 2 Comments ______________________________________________________

___________________________________________________________________________ 

Rating Area 3:  Development and Learning
Rating Area 3 Comments ______________________________________________________

___________________________________________________________________________



Rating Area 4:  Organization and Focus
Rating Area 4 Comments ______________________________________________________

___________________________________________________________________________



Employee Goal Accomplishment & Setting
List the goals established during your previous review:

First Goal 

_______________________________________________________________________

Was Goal Achieved?  Yes __  No __ If no, explain: __________________________________

Comments: __________________________________________________________________ 

____________________________________________________________________________
Manager Comments:

____________________________________________________________________________

Second Goal 

_______________________________________________________________________

Was Goal Achieved?  Yes __  No __ If no, explain: __________________________________

Comments: __________________________________________________________________ 

____________________________________________________________________________
Manager Comments:

____________________________________________________________________________

Third Goal 

_______________________________________________________________________

Was Goal Achieved?  Yes __  No __ If no, explain: __________________________________

Comments: __________________________________________________________________ 

____________________________________________________________________________
Manager Comments:

____________________________________________________________________________

Provide three (3) goals that you will accomplish prior to your next annual review:
1. Goal _________________________________________________________________

Comments: __________________________________________________________________ 

____________________________________________________________________________
Manager Comments:

____________________________________________________________________________

2. Goal _________________________________________________________________

Comments: __________________________________________________________________ 

____________________________________________________________________________
Manager Comments:

____________________________________________________________________________
3. Goal _________________________________________________________________

Comments: __________________________________________________________________ 

____________________________________________________________________________
Manager Comments:

____________________________________________________________________________
Section II:  Manager Review

Rating Area 1:  Customer Service Skills
Manager Comments:
Comments __________________________________________________________________

___________________________________________________________________________
Rating Area 2:  Interpersonal Relationships
Manager Comments:
Comments __________________________________________________________________

___________________________________________________________________________
Rating Area 3:  Development and Learning
Manager Comments:

Comments __________________________________________________________________

___________________________________________________________________________
Rating Area 4:  Organization and Focus
Manager Comments:

Comments __________________________________________________________________

___________________________________________________________________________
Additional Employee Comments:
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
Additional Manager Comments:

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
EMPLOYEE SELF-EVALUATION TOTAL SCORE: 

_____

(total all of the employee provided scores under Section I) 
MANAGER EVALUATION TOTAL SCORE: 


_____

(total all of the manager provided scores under Section II)
EMPLOYEE SELF-EVALUATION AVERAGED SCORE: 
_____

MANAGER EVALUATION AVERAGED SCORE: 

_____
Section III:  Recommendation and Certification

Manager’s Recommendations:

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

EMPLOYEE CERTIFICATION:

I have reviewed and discussed this evaluation with my manager as of today’s date.

_______________________________________________________
________________

Employee Signature








Date
MANAGER CERTIFICATION:

The above-referenced employee signed this Employee Evaluation in my presence.  A copy of the completed Evaluation has been provided to the employee and a copy will be kept in the employee’s human resources file.

_______________________________________________________
________________

Manager Signature








Date
13

