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Company FORM 16

	Employee Performance Evaluation

Employee___________________________________________________________  

Position_____________________________________________________________

Location________________________  Evaluation Period:  From ______ to ______

Supervisor___________________________________________________________
	Exceeds Expectations:  Performance usually exceeds the expectations and requirements of the job.  Shows potential for responsibilities at a higher level.

Meets Expectations:  Performance is consistent with the expectations and requirements of the job.  Requires minimal supervision.

Needs Improvement:  Performance falls short of the expectations and requirements of the job.  Requires frequent supervision and prompting.

Does Not Meet Expectations:  Does not meet the expectations and requirements of the job.  Urgent corrective action is indicated to remedy the deficiencies.


	Workmanship:  Quality and quantity of work
	Exceeds

Expectations
	Meets 

Expectations
	Needs

Improvements
	Does Not

Meet Expect.

	Job Knowledge:
Understand, accepts and performs the duties and responsibilities of the job.
	
	
	
	

	Quality of Work:
Ability to meet required quality standards
	
	
	
	

	Quantity of Work:

Ability to effectively use time and materials
	
	
	
	

	Attendance:
Ability to control tardiness and absenteeism
	
	
	
	


	Team Membership:  Working as a member of the team for the good of the company
	Exceeds

Expectations
	Meets 

Expectations
	Needs

Improvements
	Does Not

Meet Expect.

	Initiative:
Enthusiasm regarding new skills, improvements, new assignments.  Seeks opportunities for advancement and training.  Seeks ways to improve the company’s operations and help the company grow.
	
	
	
	

	Versatility:  

Adjusts to new situations, responsibilities and assignments
	
	
	
	

	Teamwork:
Works as a member of the team to the fulfillment of a job or task.  Respects the rights of other team members and participates in all group activities.
	
	
	
	

	Personal Hygiene and Manners:

Maintains the required level of personal cleanliness in living and dinning areas.  Refrains from excessive foul language, lewd actions, negative comments and gossip.
	
	
	
	


	Safety:  Safe work habits and contribution to the company’s safety effort.
	Exceeds

Expectations
	Meets 

Expectations
	Needs

Improvements
	Does Not

Meet Expect.

	Safety Awareness:
Knows, understands and follows company and customer’s safety rules and safe work practices.  Demonstrates a high regard for personal safety as well as the safety of fellow workers.
	
	
	
	

	Safety Participation: 

Attends and contributes to group safety meetings and safety programs (STOP, JSA, etc.)

Attends safety-training program if required
	
	
	
	

	Personal Protection:
Wears personal protective equipment appropriate for the task and in accordance with applicable rules and regulations
	
	
	
	

	Hazard Control:

Reports, and as directed, repairs or replaces unsafe conditions and equipment
	
	
	
	


Strengths and Weaknesses

	Strengths:

	

	

	Weaknesses:

	

	


Overall comments and recommendations

	

	

	

	

	

	


Employee’s Acknowledgment


I have read this evaluation of my work performance.  I understand that I have no obligation to agree or disagree with this evaluation.  I also understand


that the company, at its discretion, may use all or part of this evaluation as consideration for advancement, salary adjustment, reassignment, disciplinary action


and termination of employment.


Employee’s Signature__________________________________________________________         Date___________________________________
Employment Evaluation Form


