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Employee Performance Evaluation 
 

Evaluation Period: 

 
Employee Name: 

 
Position Title: 

 
Department: 

 
Supervisor Name: 

 

  Section 1: Primary Responsibilities – What the Employee Does   
 

In  two  or  three  sentences,  specify  what  the  employee  does;  the  most  important  or  most 
frequently performed job functions. The rating scale for this section is as follows: 

 

1 = Does not perform or performance does not meet job requirements 

2 = Not fully performing; needs further development in more than one functional area 

3 = Fully competent for time on the job; performs all primary responsibilities in accordance 
with expectations 

4 = Exceeds expectations; fully competent; above average performance in most job functions 

5 = Outstanding; fully competent in all responsibilities; consistently performs all job functions 
in a manner which adds to unit performance 

 
Primary Responsibility 1 

Rating: ☐1  ☐2  ☐3  ☐4   ☐5 
 

Primary Responsibility 2 

Rating: ☐1  ☐2  ☐3  ☐4   ☐5 
 

Primary Responsibility 3 

Rating: ☐1  ☐2  ☐3  ☐4   ☐5 

 

Primary Responsibility 4 

Rating: ☐1  ☐2  ☐3  ☐4   ☐5 
 

Primary Responsibility 5 

Rating: ☐1  ☐2  ☐3  ☐4   ☐5 
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Primary Responsibility 6 

Rating: ☐1  ☐2  ☐3  ☐4  ☐5 
 

Primary Responsibility 7 

Rating: ☐1  ☐2  ☐3  ☐4   ☐5 
 

Primary Responsibility 8 

Rating: ☐1  ☐2  ☐3  ☐4   ☐5 
 

 

Supervisor Comments: 

Which responsibilities were performed well and why? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Which responsibilities does the employee need to improve upon? 
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  Section 2: Competencies – How the Employee Does   
 

Competencies are the means necessary to successfully achieve the responsibilities and goals 
of the job. The rating scale for the first group of competencies is as follows: 

1 = Does not perform. 

2 = Not fully performing. 

3 = Fully competent for time on the job; performing behaviors indicate competence. 

4 = Exceeds; fully competent; above average performance in most competencies. 
 

5 
= Outstanding; fully competent; consistently performs exemplary behaviors adding to unit 

performance. 
 

 
 

Competencies 

 

Rating 

 

1 
 

2 
 

3 
 

4 
 

5 

 

Professional conduct/ Integrity 

 

☐ 
 

☐ 
 

☐ 
 

☐ 
 

☐ 

 

Professional / Technical Expertise 

 

☐ 
 

☐ 
 

☐ 
 

☐ 
 

☐ 

 
Communication: Quality, timeliness of written, oral communication. 

 

☐ 
 

☐ 
 

☐ 
 

☐ 
 

☐ 

 

Time Management/Productivity 

 

☐ 
 

☐ 
 

☐ 
 

☐ 
 

☐ 

 

Thoroughness and Accuracy 

 

☐ 
 

☐ 
 

☐ 
 

☐ 
 

☐ 

 

Teamwork 

 

☐ 
 

☐ 
 

☐ 
 

☐ 
 

☐ 

 

Leadership 

 

☐ 
 

☐ 
 

☐ 
 

☐ 
 

☐ 

 

Customer Service 

 

☐ 
 

☐ 
 

☐ 
 

☐ 
 

☐ 

 

Initiative/Innovation 

 

☐ 
 

☐ 
 

☐ 
 

☐ 
 

☐ 

 

Professional Development 

 

☐ 
 

☐ 
 

☐ 
 

☐ 
 

☐ 

 

Judgement/Flexibility 

 

☐ 
 

☐ 
 

☐ 
 

☐ 
 

☐ 

 

 
People Management (for Supervisors only – scores are weighted) 

 
2 

☐ 

 
4 

☐ 

 
6 

☐ 

 
8 

☐ 

 
10 

☐ 

 

Supervisor Comments on these Competencies: 
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Safety and Respectful Workplace Competencies 
Needs 

Improvement 
Fully 

Competent 
 

Safety 

 

☐ 
 

☐ 

 

Respectful Workplace 

 

☐ 
 

☐ 

 

Supervisor Comments on these Competencies: 
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Section 3: Goals and Accomplishments – What the Employee did this Year 

beyond Their Primary Responsibilities 
 

Specify the Goals assigned that were to be met this performance year. Additionally, you may 
include accomplishments that the employee has achieved other than their goals. The rating 
scale for this section is as follows: 

 
N/A = Not Applicable. 

1 = No contribution to the organization. 

2 = Unsatisfactory contribution to the organization. 

3 = Meets the expected contribution of the organization. 

4 = Significant contribution to the organization. 

5 = Outstanding contribution to the organization. 
 

Goal 1 

Rating: ☐1  ☐2  ☐3  ☐4   ☐5 
 

 
 
 

Supervisor Comments: 
 
 
 
 
 
 
 
 

Goal 2 

Rating: ☐1  ☐2  ☐3  ☐4   ☐5 
 

 
 
 

Supervisor Comments: 
 
 
 
 
 
 
 
 

Goal 3 

Rating: ☐1  ☐2  ☐3  ☐4   ☐5 
 

 
 
 

Supervisor Comments: 
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Goal 4 

Rating: ☐1  ☐2  ☐3  ☐4   ☐5 
 

 
 
 

Supervisor Comments: 
 
 
 
 
 
 
 
 

 
Goal 5 

Rating: ☐1  ☐2  ☐3  ☐4   ☐5 
 

 
 
 

Supervisor Comments: 
 

 
 
 
 
 
 
 
 
 
 

Accomplishments  (Other  than 
Goals) 

 
Rating:   ☐3  ☐4  ☐5 
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Section 4: Performance Evaluation Summary 
 

Section 1 Average 
Score 

 

+ 
Section 2 Average 

Score 

 

+ 
Section 3 Average 

Score 

 

= 
Overall 
Score 

 
 

+ 
 

 

+ 
 

 

= 
 

 

 
3-4 = No contribution to the organization; does not perform 

5-7 = Unsatisfactory contribution to the organization; not fully performing 
 

8-10 
= Meets the expected contribution to the organization; fully competent for time on the 

job; performing behaviors indicate competence 
 

11-13 
= Significant contribution to the organization; fully competent; above average in most 

competencies 
 

14-15 
= Outstanding contribution to the organization; fully competent; consistently performs 

exemplary behaviors adding to unit performance 
 
 
 

                                             Section 5: Next Year’s Goals                                              
 

Specify goals for the next performance period.  Goals should follow the SMART goal format – 
Specific, Measurable, Achievable, Results-oriented, and Timely.  A minimum of three goals is 
required. 

 
Goals Description Result Timeline 

 

 
 

Goal 1 

   

 

 
 

Goal 2 

   

 

 
 

Goal 3 

   

 

 
 

Goal 4 

   

 

 
 

Goal 5 
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  Section 6: Signature Page   
 

Please sign below indicating receipt of this performance evaluation. Employee responses or 
comments can be included in a separate document as an addendum to this form. 

 
 
 
 
 
 

Employee Date 
 
 
 
 
 
 

Supervisor   Date 
  
 
 
 
 
 

Department Head  Date 
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