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	Employee Name
	[bookmark: _GoBack]     
	ID
	     
	Hire Date   /  /   Evaluation Date   /  /  

	
	
	
	
	

	Supervisor’s Name
	     
	ID
	     
	|_| 3 Month  |_| 5 Month  |_| Coaching/Annual  




	I. ACCOUNTABILITIES

	For each accountability, review performance expectations in the Performance Standards Guide. Then evaluate all work performed throughout the evaluation period and select an overall rating. 

	Rating Scale: 
	
	Unsatisfactory Performance
	Successful Performance 1
	Successful Performance 2
	Successful Performance 3
	Exceptional Performance

	U
	Unsatisfactory Performance
	Consistently failed to meet expectations; significant improvement is needed. 
	
	
	
	
	

	S1
	Successful Performance 1 
	Did not consistently meet some expectations; further development is needed.
	
	
	
	
	

	S2
	Successful Performance 2
	Consistently met all expectations; solid contributor. 
	
	
	
	
	

	S3
	Successful Performance 3 
	Consistently met all expectations and occasionally exceeded expectations.
	
	
	
	
	

	E
	Exceptional Performance
	Frequently exceeded expectations and served as a role model to others; exceptional contributor. 
	
	
	
	
	

	
	
	
	U
	S1
	S2
	S3
	E

	1. Project Administration – Coordinates and plans project requirements and updates information to ensure compliance.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	2. Testing and Inspection – Inspects, reviews, corrects and documents project protocols.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	3. Policies, Procedures & Legislative/Rulemaking Processes – Researches state/federal regulations and sends correspondence to applicable individuals and/or organizations.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	4. Application/Permit/Development – Reviews and revises permits while providing assistance with data documentation.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	5. Enforcement – Conducts inspections and other investigations to prepare documents for enforcement.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	6. Public Relations – Provides information and insight to numerous outlets regarding projects and operations.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	7. Technical Assistance – Provides technical advice and guidance to others.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	8. Application/Permit/Design Review – Examines and recommends alterations to projects via documented written correspondence to those involved.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	9. Permitting – Determines permit conditions and issues final revisions.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	10. Financial Management – Tracks program expenditures, secures project funding, determines future program financial needs, and submits grant applications.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	11. Work Direction and Quality Control – Plans and assigns work, and provides staff guidance and support to ensure the objectives of the work unit are met.      
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	12. Personnel Management – Sets goals with staff and provides regular feedback to improve performance; addresses performance issues; and accurately evaluates job performance.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	13. Staffing – Staffs the work unit with individuals who are capable of fulfilling the work of the unit.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	14. Training and Development – Identifies and addresses on-going training and development needs to increase staff performance and promote professional growth.  
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	15. Other:      
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     





	II. COMPETENCIES

	For each competency, evaluate all related behaviors performed throughout the evaluation period and select an overall rating. Refer to the Performance Standards Guide to select the most appropriate rating. 


	Rating Scale: 
	
	Unsatisfactory Performance
	Successful Performance 1
	Successful Performance 2
	Successful Performance 3
	Exceptional Performance

	U
	Unsatisfactory Performance
	Consistently failed to meet expectations; significant improvement is needed. 
	
	
	
	
	

	S1
	Successful Performance 1 
	Did not consistently meet some expectations; further development is needed.
	
	
	
	
	

	S2
	Successful Performance 2
	Consistently met all expectations; solid contributor. 
	
	
	
	
	

	S3
	Successful Performance 3 
	Consistently met all expectations and occasionally exceeded expectations.
	
	
	
	
	

	E
	Exceptional Performance
	Frequently exceeded expectations and served as a role model to others; exceptional contributor. 
	
	
	
	
	

	
	
	
	U
	S1
	S2
	S3
	E

	1. Professionalism – Is truthful and dependable, accepts responsibility for actions, maintains confidentiality, acts respectfully towards others, and demonstrates commitment to the organization.

	a) Integrity – Is truthful, treats others fairly, and firmly adheres to ethical principles. 
	|_|
	|_|
	|_|
	|_|
	|_|

	b) Responsibility – Accepts responsibility for own actions and for achieving expected results.
	|_|
	|_|
	|_|
	|_|
	|_|

	c) Attendance – Is punctual and maintains a responsible work record of attendance.
	|_|
	|_|
	|_|
	|_|
	|_|

	d) Dependability – Follows through on duties and commitments, and completes work on time.
	|_|
	|_|
	|_|
	|_|
	|_|

	e) Confidentiality – Protects confidential information and maintains professional boundaries.
	|_|
	|_|
	|_|
	|_|
	|_|

	f) Commitment – Demonstrates commitment to the organization and the profession.
	|_|
	|_|
	|_|
	|_|
	|_|

	g) Respect – Respects, cooperates, and communicates openly with coworkers; follows supervisor’s requests; and complies with policies and procedures.
	|_|
	|_|
	|_|
	|_|
	|_|

	Overall Rating for Professionalism Competency 
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	2. Attention To Detail – Attends to all details of assignments and completes work properly, accurately, and thoroughly. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Attentive to policies and instructions – Ensures complete understanding of applicable laws, policies, procedures, and instructions. 
b) Ensures accuracy – Completes tasks without error or within an acceptable error rate.
c) Is thorough – Considers all aspects of assignments and reviews work to ensure it is thorough and complete. 

	Comments (indicate examples of behaviors to support the rating):  
     


	3. Composure – Remains focused in stressful situations and keeps emotions under control at all times.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Demonstrates self-control – Restrains emotional impulses when provoked or when faced with opposition or hostility.
b) Tolerates stress – Thinks clearly and acts calmly during crises and stressful situations.  
c) Calms others – Stays positive and calms others during crises and stressful situations.  

	Comments (indicate examples of behaviors to support the rating):  
     


	4. Continuous Learning (Expertise) – Develops expertise by actively identifying development needs, taking advantage of development opportunities, and applying newly learned knowledge and skills on the job.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Identifies development needs – Actively requests feedback to increase awareness of development needs.   
b) Develops self – Identifies and actively participates in development activities to maximize learning and stay current in own job field.
c) Applies knowledge and skills – Puts newly learned knowledge and skills to practical use on the job.  

	Comments (indicate examples of behaviors to support the rating):  
     


	5. Creativity – Generates innovative ideas and takes calculated risks to help solve problems or make improvements.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Generates ideas – Generates numerous, original ideas or solutions to problems.
b) Seeks improvement– Looks for and suggests new ways to improve quality, efficiency, or effectiveness.
c) Implements ideas – Implements innovative ideas that involve calculated risks in an attempt to achieve improved results. 

	Comments (indicate examples of behaviors to support the rating):  
     


	6. Decisiveness – Exercises sound judgment when making decisions and takes prompt, decisive action. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Evaluates alternatives – Considers the impact and implications of various alternatives before reaching a final decision.
b) Makes timely decisions – Confidently makes timely decisions in ambiguous situations. 
c) Demonstrates commitment to decisions – Displays little to no hesitation when acting on decisions made, holds firmly to them, and accepts responsibility for outcomes.

	Comments (indicate examples of behaviors to support the rating):  
     


	7. 
Developing Others – Provides training, guidance, and feedback to help others develop specific knowledge and skills needed to perform tasks.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Identifies needs – Identifies others’ development needs.    
b) Trains others – Trains others on how to accomplish tasks or to develop specific skills and promotes a positive learning environment. 
c) Provides guidance and feedback – Offers clear and timely feedback and suggestions to help others reinforce newly learned skills. 

	Comments (indicate examples of behaviors to support the rating):  
     


	8. Influence – Persuades others to support an idea or take a desired action.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Adjusts personal approach – Gains an understanding of the audience that one is attempting to influence, and uses that knowledge to adapt one’s influence strategies. 
b) Obtains buy-in – Establishes credibility and gains support for and commitment to ideas. 
c) Inspires action – Communicates a sound rationale and presents compelling information to motivate others to take action.  

	Comments (indicate examples of behaviors to support the rating):  
     


	9. 

Information Seeking – Actively seeks, collects, and evaluates information to learn more about issues or events.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Identifies gaps – Recognizes when additional information is needed and identifies a variety of useful sources.    
b) Collects information – Systematically collects potentially useful information.                                                                           
c) Investigates – Draws out information that others are reluctant to disclose.         
d) Integrates information – Integrates information from multiple sources and evaluates its credibility and relevance.  

	Comments (indicate examples of behaviors to support the rating):  
     


	10. Initiative – Displays a high level of effort and commitment towards completing assignments and goals. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Works diligently – Maintains a consistent, high level of productivity.
b) Perseveres – Persists when facing unexpected obstacles or setbacks.                                             
c) Initiates work – Independently identifies what needs to be done and does it. 
d) Makes improvements – Proactively identifies areas to improve and recommends changes.  
e) Achieves goals – Exerts a high level of effort and commitment towards achieving goals. 

	Comments (indicate examples of behaviors to support the rating):  
     






	III. DEVELOPMENT

	Select at least one behavior (from Competencies) or one performance expectation (from Accountabilities) to develop. List the identified area(s) of development and specific action(s) in the left column. Use the right column to document the progress made during follow up coaching and evaluation sessions. During each subsequent session, continue to identify areas for development and progress made. Note the date after each entry. 

	Development Opportunity:   
	Evaluation of Progress:   

	     
	     

	IV. COMMENTS

	Additional Supervisor Comments:

	     

	Employee Comments:

	     

	Were other performance issues discussed this evaluation period?
|_| Yes – Indicate if other documentation exists:       
|_| No

	|_| Employee Input Form discussed and attached

	V. SIGNATURES

	Supervisors and employees are required to sign this form. Signatures indicate that the supervisor and employee have discussed performance and the comments written on this document. Signatures do not necessarily indicate agreement.

			Next-level Supervisor’s Signature:
	     
	Date:   /  /  

	
	
	

	Supervisor’s Signature:
	     
	Date:   /  /  

	
	
	

	Employee’s Signature:
	     
	Date:   /  /  
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