Marion Soil & Water Conservation District

EMPLOYEE PERFORMANCE EVALUATION


Period of Time: 
____ 6 Month Introductory
 
____ Annual

____ Other

_________________________________________________________________________________________


Name




Position Title



Date of Last Review

__________________________________________________________________________________________

Office Location (City, State)







Hire Date

Instructions:  Circle the level that best applies to the level of performance the employee has reached during the evaluation period.  Note any comments related to the decision on the lines below.  Areas rated “1” will be included in a development plan for the employee, so that corrective action can be taken to bring the performance up to a satisfactory level.


1
-
NEEDS IMMEDIATE IMPROVEMENT - Not performing to the requirements of the job.  Needs a high degree of supervision and direction.  May not have background to grasp the work.  Needs to be aware of performance deficiencies and work immediately to correct.


2
-
APPROACHING STANDARDS ‑ Usually performs at or close to job requirements, however, needs supervision for complete and on time results.  Could result from being new to the position.


3
-
CONTRIBUTORY PERFORMANCE ‑ Performance is what is expected of a fully qualified and competent person in the position.  Sometimes performs with excellence, but not consistently.


4
-
OUTSTANDING ‑ Far exceeds normal expectations.  Seldom equaled in overall contribution to Marion SWCD and/or its programs.

The prompts shown next to the numerical ratings are meant to be a guide, and should not be used as strict or explicit statements.  Evaluators must add comments regarding each criterion to explain or illustrate the job behavior. 

JOB KNOWLEDGE, SKILLS, AND ABILITY: Consider the depth and breadth of information concerning work duties, processes and Marion SWCD procedures which are required for competent performance.


1
‑
Lacks understanding of many aspects.  Makes little effort to upgrade self.


2
‑
Lacks knowledge of some procedures and/or duties.  Makes an effort to improve.


3
‑
Has necessary knowledge level and works to keep it current.


4
‑
Has broad knowledge base of own job and Marion SWCD as a whole.  Takes advantage of every opportunity to improve self.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

LEARNING CAPABILITY: Consider speed with which new routines and explanations are understood, and the ability to retain new knowledge.


1
‑
Requires repeated and detailed instructions and explanations.


2
‑
Grasps instructions after explanation and opportunity to try out.


3
‑
Learns rapidly and retains instructions.  Readily agreeable to change.


4
-
Exceptionally fast to learn and adjust to changing conditions.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

COMMUNICATION SKILLS: Consider level of communication skills.  Also consider ability to adjust skills to multitude of personalities and circumstances.


1
-
Exhibits poor communication skills.  Needs substantial improvement to be effective.  Fails to notify others of critical issues or incidents.  Has difficulty maintaining emotional balance.


2
-
Communication requires effort.  Is not comfortable with some interactions.  Unsure when others should be notified of events.  Retains even emotional keel in most circumstances.


3 
‑
Effective in expressing and understanding ideas and instructions.  Communicates clearly with staff, management, partners, and customers.  Maintains good behavior balance even when situation is difficult.


4 
‑
Exceptional communication skills.  Relates positively with everyone.  Outstanding capacity to maintain sense of humor, perspective, and is a calming influence.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

INITIATIVE: Consider the tendency to contribute, develop, and/or carry out new ideas or methods.


1
‑
Rarely initiates or suggests new approaches.  Prefers no change.


2
‑
Shows initiative occasionally.  Needs to improve.


3
‑
Is resourceful, suggests or implements change and improvements.


4
‑
Frequently suggests new methods.  Is very imaginative and creative.  Acts on own initiative to accomplish assignments or identify work to be done.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ACCURACY/QUALITY: Consider correctness and thoroughness of work results when compared to established procedures and methods.


1
-
Makes errors in judgment and work is inconsistent with desired quality.


2
-
Usually accurate.  Makes occasional mistakes that require immediate response.


3
-
Requires little checking for work to be complete and accurate.


4
-
Requires virtually no checking.  Accuracy and quality of work are a priority.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ORGANIZING/PLANNING: Consider level of planning, organizing information, prioritizing tasks, and utilizing resources to meet needs; level of dependability in meeting deadlines.


1
‑
Crisis work style.  No planning evident.  Poor utilization of resources.  Misses important deadlines.


2
‑
Deals with current situation only.  Needs more planning to meet deadlines and handle multiple tasks.


3
‑
Not only thinks ahead, sees needs and reacts quickly to new priorities.  Good at planning for future situations.  Work is completed on time.


4
‑
Thinks strategically and is able to combine resources and information with exceptional skill to deal with current and future work.  Efficiency and effectiveness at the highest level.


Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

QUANTITY OF WORK: Consider the volume of work an individual does during a shift as compared to the volume of the whole job.


1
‑
Unable to keep pace with expected workload.


2
‑
Meets standards of output on most occasions, but not on consistent basis.


3 
‑
Meets requirements of work expected.


4
‑
Usually completes more than expected without any sacrifice of quality.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

COOPERATION/TEAMWORK: Consider willingness to assist others, contribute to harmony, and work toward common goals.


1
‑
Exhibits unwillingness to work with others.  Not seen as a team player, can be obstacle to accomplishing goals.


2
‑
Prefers to work independently.  Not quick to share information, resources, or efforts, but will when asked.


3
‑
Understands and supports concept of teamwork and is quick to volunteer to assist others.


4
‑
Exceptional at building work teams and consensus.  Always has time and energy to give to others.  Creates very harmonious work environment.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SERVICE ORIENTATION: Consider relationship with staff, management, partners, and customers.


1
‑
Does not demonstrate interest in others’ needs, concerns, or work.


2
‑
Occasionally places operational tasks above others’ needs or concerns.  Needs to value people more highly.


3
‑
Interacts well with others.  Acts effectively and cooperatively to solve problems in a timely fashion.  Knows value of good service and positive interactions.


4
‑
Treats others as top priority.  Clearly communicates their importance.  Demonstrates effort to meet all requests and needs.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ATTENDANCE: Consider faithfulness in coming to work daily, on time, and conforming to work hours.


1
‑
Lax in attendance and/or reporting for work on time.


2
‑
Usually present and on time.


3
‑
Promptness and attendance at standard.


4
‑
Exceptionally reliable in this area.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

NARRATIVE SUMMARY: ___________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________
OVERALL RATING: Put an “X” where the description most closely approximates this employee’s total impact on the Marion SWCD.  Do not average; rather consider the overall contribution.

___ Falls below standards



___ Contributory performance

___ Approaching standards



___ Outstanding

EMPLOYEE COMMENTS:  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

EMPLOYEE’S GOALS FOR NEXT REVIEW:  (Provided by Supervisor and Employee) List mutually agreed upon areas which represent opportunities for improvement or growth in performance.  Discuss the action steps and resources needed to accomplish each objective.  

TARGET AREAS



OBJECTIVES/TRAINING NEEDED 

_____________________________________    ____________________________________________________ _____________________________________    ____________________________________________________

_____________________________________    ____________________________________________________

_____________________________________    ____________________________________________________

Recommend for Pay Raise (If funds are available):  (   Yes   to Range: _______  Step:_______           

                                                                                      (   No   If No, state reason:__________________________

___________________________________________________________________________________________ 

___________________________________________________________________________________________  


INTRODUCTORY BASIS ONLY:

Recommend to Hire as a Regular Employee:          ( Yes    ( No   If No, state reason:___________________

___________________________________________________________________________________________ 

___________________________________________________________________________________________

Recommend for Pay Raise (If funds are available):  
( Yes   to Range: _______  Step:_______     

(  No   If No, state reason:_______________________

___________________________________________________________________________________________ 

___________________________________________________________________________________________

By signing this document below, I acknowledge that this evaluation has been reviewed and discussed with me.  Your signature does not imply that you agree with any or all of the evaluation remarks, only that you have been given an opportunity to participate in the process and seen this review.

Signature:  _______________________________________

Date: ____________________

                                       Employee

Signature:  _______________________________________

Date: ____________________
                   Supervisor

Reviewed by Board Member (optional)
Name Printed: ______________________________________

Signature: __________________________________________

Date: ____________________

Comments: __________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
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