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Licking/Knox Goodwill Industries, Inc.
Received By:      

Employee Performance Evaluation
Date Received:      

Employee Name      
     
     


First
Last
Middle Initial


Position Title      

Date of Hire      



Job Site      

Department      
 

Percent Direct Labor      
%
Percent Indirect Labor      
%

Date(s) of Transfer      



Evaluation Due Date      

Date Completed and Sent to HR      
 
Type of Evaluation:
 FORMCHECKBOX 
 Annual
 FORMCHECKBOX 
 Other       

Cultural Considerations:      


	PURPOSE OF EVALUATIONS


The general purpose of performance evaluations is to improve the level of performance of each employee.  Performance evaluations are a means by which both the employee and the supervisor may review the employee’s job performance.  Evaluations provide a means for recognizing superior and adequate performance and serve as a warning signal when improvement in performance is indicated.

All employees receive evaluations.  Evaluations are made, as appropriate, at the mid-point of the introductory period, prior to the end of the introductory period and on an annual and semi-annual basis.  Special evaluations may also be done if authorized by the human resource administrator.  Evaluations will cover the performance during the period preceding the evaluation or that portion of the year since completion of an introductory period.  Performance evaluations are to be based on the position description.

The employee’s supervisor will meet with the employee and review the evaluation.  The employee shall have the opportunity to make written comments on his or her evaluation. Any points of disagreement should be expressed by the employee in the space reserved for employee comments or on an attached page. The employee and supervisor must sign the performance agreement.  It is only an acknowledgment that the evaluation has been seen and discussed.  The performance evaluation and attached employee comments are maintained in the employee’s personnel file.  The employee and supervisor may receive a copy of this performance evaluation following the review and signature.

Although the formal Employee Performance Evaluation process is part of the policy, it can never take the place of informal, daily communication between the supervisor and employee.  The accomplishment of agreed upon objectives and goals require a commitment from both parties and can be achieved only through on-going interactions throughout the year.
INTERPRETATION OF RATINGS

The employee should be evaluated with reference to the requirements of the job that he or she holds.  It might be that his or her performance would be considered superior if he or she was holding a lower level position but is only meeting standards for the position that he or she actually holds. Job duties are identified in the employee’s position description. The employee’s supervisor determines standards for each position.

5 - Exceeds Standards Consistently: Has achieved a rating of 5 in all areas on evaluation.
4 - Exceeds Standards: Exceeds standards of job duties as may be evidenced by above average production and continued high-quality work.

3 - Meets Standards: The standards for the position are being met and the employee is making acceptable progress.

2 - Below Standards: The standards for the position are not being met. Performance is substandard, falling short of normal expectations. Objectives should be developed to provide a method of improving performance. Such rating may result in serious disciplinary action such as suspension or removal.

1 - Far Below Standards: The standards for the position are not being met.  Performance falls far short of normal expectations.  The employee’s performance indicates lack of initiative and/or lack of aptitude for the job assigned.  Such rating may result in a performance improvement plan or serious disciplinary action.

	CATEGORIES TO BE RATED


The following statements are intended to provide the supervisor and the employee with a clear understanding of the categories to be rated.  Each category is to be interpreted with reference to the particular job performance objectives/goals and position description of the employee.

Mobility. Consider the individual’s ability to adapt or adjust to work settings. Can employee easily change his/her routine to meet production standards? Can they get themselves to their assigned area independently, navigating environmental barriers such as stairs or curbs at a pace consistent with meeting production standards? Does the employee require additional rest periods in order to meet those expectations?

Communication. Does the employee have the ability to communicate with others without assistance? Is an interpreter required to overcome language and/or other barriers? Does the barrier cause the employee to become unapproachable, limiting communication of necessary information to achieve goals? Can employee understand written instructions? Are special accommodations required such as picture aides, computer or other communication devices?

Self Care. Consider the employee’s ability to care for him/herself to be appropriate with dress code and hygiene standards. Does the employee recognize the need for medical treatment and independently follow procedures to make appointments and follow guidelines?

Self-Direction. Consider employee’s reliability in carrying out instructions. Is the employee successful in carrying out assignments under unusual and difficult circumstances, as well as in ordinary working conditions? Can the employee be depended upon to do his or her job without undue delay?

Learning. Consider the employee’s ability to think intelligently and plan work effectively. Does he or she make logical decisions and have sound opinions? Does he or she frequently make mistakes due to errors in judgment that have to be corrected by others? Is he or she successful in carrying out work assignments? Do they comprehend a sense of money and time? 

Self Sufficiency & Quality of Work. Consider the employee’s motivation and interest in his or her work. Can he or she be relied upon to carry an assignment through to completion? Does he or she develop ideas of his or her own to assist in carrying out his or her work? Does employee strive to work towards established goals? Can they describe reasons for working? Do they have vocational preferences and do they know what skills are necessary to achieve them?
Quantity of Work. Does the employee perform all duties as listed in the job description at a rate consistent with production standards?         

Work Skills. Consider the accuracy of results. Does employee’s output conform to the grade or standard of perfection of the work accomplished?  Is the employee effective in achieving results? Does the completed work conform to the specifications of the job? Consider the volume of work output. Does the employee do as much as expected? Does the employee ordinarily meet quality and quantity standards? Does the individual require job carving to meet the standards?

Work Tolerance. Consider the individual’s ability to withstand pressure and remain calm in decisive situations. Can the employee deal with stressful situations? Has the employee required accommodations in order to achieve production standards?  

Acceptance of Supervision. Does the employee listen and are they willing to comply with supervisory training, counseling and instructions? Does the employee accept constructive criticism as a way to improve their job skills? Is the employee easily offended by observation, inspections and other sources of supervision? Does the individual show respect for their supervisor?

Attendance. Consider the employee’s attendance and punctuality. Is the employee absent excessively without authorized leave? Does the employee report to work and meetings at the scheduled times throughout the workday? 

Housekeeping. Consider the employee’s work area. Is it neat and organized as to not cause waste to product, damage to equipment or violate safety rules? Does employee independently keep work area clean without reminders? Does employee know his/her role in housekeeping procedures?

Fulfillment of Job Description. Is the employee able to perform all aspects of the job description? Is job carving necessary for them to be successful?

OBJECTIVES

The “objectives” section of the evaluation form is intended to provide the employee with specific job-related objectives that will be accomplished in a designated period of time.  Supervisors, with input from the employee, will establish job-related objectives that are consistent with organizational goals and responsibilities of the employee.  These objectives should be noted at the time of the review of the evaluation. 
Mobility: The ability to adapt or adjust to work settings. One’s capability to navigate to assigned areas.

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Cannot independently access work areas at a pace consistent with meeting production standards.
	Needs assistance navigating environmental barriers. Needs rest periods when tasks require extensive walking and/or standing.
	Is able to navigate barriers, stand and walk to meet requirements of job description.
	Meets production standards without difficulty or necessary rest periods.  Can perform all aspects of job.
	Consistently meets standards and is able to go above and beyond standards.


Comments and/or accommodations needed: 

     

     

Communication: The ability to communicate with others, comprehend and follow instructions.

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Language/communication barrier creates difficulty when relaying information necessary for individual to meet production standards.  Does not always comprehend.
	Interpreter or assistance is needed to ensure clear communication. Needs reminders and prompting to work towards goals and standards. Requires special instructions.
	Agreeable and pleasant. Understands most written and verbal instructions and follows them.
	Engages in appropriate written and verbal communication.  Exhibits no problems with communication or understanding directions.
	Very professional on a consistent basis. Very precise in both written and verbal communication.


Comments and/or accommodations needed: 

     

     

Self Care: The ability to care for his/her personal needs to meet hygiene expectations. The personal impression an individual makes on others.

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Very untidy. Inappropriate dress and/or hygiene. Cannot recognize need for medical or grooming care.
	Sometimes untidy and careless about personal appearance and/or hygiene, requiring reminders of standards.
	Generally neat and clean. Personal care satisfactory. Follows health care procedures.
	Well groomed. Dressed appropriate for job description and meets hygiene expectations.
	Personal care and dress exceeds professional expectations on a consistent basis.


Comments and/or accommodations needed: 

     

     

Self-Direction: The ability to perform the job with minimal supervision.

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Requires constant supervision and assistance to complete tasks. Cannot be relied upon to perform / complete job. Unable to work independently.

Is easily distracted.
	Requires close supervision to complete tasks or to be refocused. Requires additional prompting to complete tasks.
	Usually completes assigned tasks with reasonable promptness.

Stays on task. Can adjust to new or different area or task with minimal instruction.
	Requires little or no supervision to perform job. Is very reliable to follow directions and schedule.

Remains focused on tasks.
	Self-starter. Never requires prompting or additional instruction. Tasks are always completed thoroughly and on schedule. Assists others and is very open to change.


Comments and/or accommodations needed: 

     

     

Learning: One’s ability to comprehend information provided through training. The ability to plan work effectively, make logical decisions and carry out assignments.

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Does not comprehend sense of money and time. Cannot communicate in written form. Does not retain information and/or apply to routine.  
	Needs assistance, support or reminders to apply information to daily routine in order to meet standards. Frequently needs retrained. Requires repetitive schedule.
	Applies knowledge to daily routine to meet production standards without prompting or reminders. 
	Independently resolves problems. Reports concerns to supervisor. Applies all knowledge consistently.  Follows schedule and can adapt to change.
	Able to perform all tasks and can assist with training others when needed. Able to makes logical decisions without supervisory assistance.


Comments and/or accommodations needed: 

     

     

Self-Sufficiency/Quality of Work: An individual’s ability to attain goals for achievement. 

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Cannot describe reason for working, vocational 
preferences or necessary skills. Needs constant reminders to perform or complete tasks.
	Needs prompting and reminders to meet quality standards. Needs frequent reminders to begin or remain on task.
	Usually meets goals. Productivity meets established quality standards.
	Consistently strives towards goals. Quality always meets or exceeds standards.
	Quality consistently exceeds standard.  Is a role model.  Provides excellent customer service.


Comments and/or accommodations needed: 

     

     

Quantity of Work: An individual’s ability to perform tasks meeting production time standards.

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Does not meet production standards.
	Is sometimes lax in meeting production standards.
	Produces a sufficient volume of work to meet standards.
	Produces a sufficient volume of work and often exceeds standards.
	Consistently exceeds production standards and offers to assist others.


Comments and/or accommodations needed: 

     

     

Work Skills: One’s ability to apply information received through training to their daily routine to reach the established quantity and quality standards.

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Lacks knowledge of work and is unable to perform major phases of the job. 
	Requires job carving to complete phases of the job to be within established quantity/quality production standards.
	Understands job and is able to perform at quality/quantity standards with minimal support.
	Independently performs job meeting or exceeding quality/quantity standards.
	Knows all phases of job and willing to learn additional tasks. Consistently applies skills and exceeds standards.


Comments and/or accommodations needed: 

     

     

Work Tolerance: An individual’s ability to withstand pressure and remain calm. One’s ability to endure daily schedule and work hours.

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Cannot deal with stress or pressured situations. Needs  extensive support from supervisor and time to calm down.
	Becomes irritated in uncomfortable situations. Needs additional rest periods and/or support to endure daily routine.
	Has average tolerance to withstand daily routine with minimal support/rest.
	Has ability to perform all aspects of assigned job description without additional support.


	Performs well under pressure at crucial times.  Is supportive to others. Very reliable.


Comments and/or accommodations needed: 

     

     

Acceptance of Supervision: The individual’s willingness to listen and comply with supervisory training, counseling and instructions to improve his/her job performance.

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Not willing to listen or apply information to daily routine. Is not respectful of supervisor and/or challenges supervisor.
	Occasionally disagrees with supervisor and not willing to comply, or agrees, but then does not follow directions.  
	Has a good attitude. Listens and applies supervisory suggestions to daily routine. Follows the rules.
	Always willing to comply. Very good attitude.

Respectful at all times.  Asks appropriate questions.
	Assists supervisor by being an exemplary role model.  Never questions authority, is respectful and offers suggestions to enhance job performance.


Comments and/or accommodations needed: 

     

     

Attendance: Faithfulness in coming to work daily and conforming to schedules hours.

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Lax in attendance or 

promptness to work, training or meetings.  Takes unscheduled breaks.
	Usually present and on time. Occasional absences and tardiness. Often requires prompting to resume work after breaks.
	Meets attendance standards and is usually very prompt.
	Exceeds attendance standards. Is punctual to attend work, meetings and trainings.
	Perfect attendance. Always very prompt. Volunteers for additional hours/tasks outside regular work schedule.


Comments and/or accommodations needed: 

     

     

Housekeeping: The orderliness and cleanliness of an individual’s work area and equipment.

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Work area untidy, disorganized. Equipment not cleaned after usage.
	Needs some reminders and/or assistance to clean area/equipment/tools. 
	Usually keeps area clean meeting safety requirements and not causing waste or damage.


	Is conscientious about work area. Tries to keeps everything clean and well organized. 
	Excellent organization. Everything is always clean and neat. Assists others by making suggestions to help them improve.


Comments and/or accommodations needed: 

     

     

Fulfillment of Job Description: The ability to meet all requirements of the job duties.

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Extensive job carving is required in order for the employee to work successfully. 
	Minimal job carving is needed to accommodate the employee’s limitations. 
	The employee is able to perform all duties of the job description.
	The employee is able to exceed the job description requirements.
	Exceeds position requirements and assists management or fills in for others when necessary.


Comments and/or accommodations needed: 

     

     

Please add all of the employee’s ratings from this section and write the total on the line below. This will provide a guide for the employee’s overall performance on job tasks. 
	13-25
	26-38
	39-51
	52-58
	59-65

	FAR BELOW

STANDARDS
	BELOW

STANDARDS
	MEETS

STANDARDS
	EXCEEDS

STANDARDS
	EXCEEDS STANDARDS CONSISTENTLY


EMPLOYEE’S OVERALL RATING      

	PREVIOUS JOB PERFORMANCE GOALS


LIST ALL GOALS FROM PREVIOUS EVALUATION:
     

     


     


RESULTS OF PREVIOUS GOALS:
NUMBER OF GOALS      

NUMBER OF GOALS COMPLETED      

EXPLANATION      


     


NUMBER OF GOALS NOT COMPLETED      

A) NUMBER OF GOALS NOT COMPLETED AND DISCONTINUED      

B) NUMBER OF GOALS NOT COMPLETED AND CONTINUED      

EXPLANATION      


     


	NEW EVALUATION GOALS


	JOB-RELATED PERFORMANCE OBJECTIVES AND GOALS.  Include special projects, areas of increased responsibility, areas to be improved, and methods for accomplishment.  List in order of importance.  Be specific. Include all goals from previous evaluation that will continue.
	TARGETED

COMPLETION

DATE

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Evaluator Comments:      


     

Supervisor:      

Date:      

Area Manager:      

Date:      


Department Director:      

Date:      


Employee Comments:      


     

Employee:      

Date:      


(To Indicate Acknowledgement)

Licking/Knox Goodwill Industries, Inc.
Received By:      

Employee Training Recommendations
Date Received:      

Employee Name      
     
     



First
Last
Middle Initial


Position Title      

Job Site      
 

Please list recommended trainings from the previous cycle and the status of each.
Recommended Training:
Training Completed
Target Completion Date:

1.      

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No 
     


2.      

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No 
     


3.      

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No 
     

Comments and Explanations about Previous Trainings: 
Mark any recommended training topics for the employee. Include any areas or topics that were previously recommended and were not completed or were insufficient and are still recommended trainings. 

Topic: 
Comments:

 FORMCHECKBOX 
  Communication



 FORMCHECKBOX 
  Pleasing the Customer



 FORMCHECKBOX 
  Documentation



 FORMCHECKBOX 
  Laws and Regulations



 FORMCHECKBOX 
  Social Skills



 FORMCHECKBOX 
  Safety



 FORMCHECKBOX 
  Other



List any training topics requested by the employee:

1.      


2.      


3.      
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