HERTFORD COUNTY

PERFORMANCE APPRAISAL FORM
	Name:








Position:

	

	Department:







Division:

	

	Date of Appraisal:






Appraisal Period:

	

	Overall Appraisal Rating:


Section I:
Instructions/Ratings

a. Record in the Comments column applicable statements that describe employee’s performance.  Comments should be meaningful and must support the rating to be given.

b. Using the Performance Levels listed below record in the Rating column the number that best indicated the employee’s level of performance.

c. Multiply the Rating times Weight (weight should reflect the significance of that task/performance factor/goal within the framework of departmental goals.  The total weight for elements in each section of appraisal must equal 100 percent).  Record this number in the Score column.
d. Complete steps a through c for each performance factor/task/goal listed.

e. Add all scores to arrive at the overall rating.

f. Note:  When an employee receives an overall rating of Below Expectations or Unsatisfactory, a corrective action plan must be developed and reviewed with the employee.

Section II:
Performance Level Definitions and Scores

4.0 Exceeds Expectations – Performance is excellent.  Exceeds what is required and demonstrates a high level of performance.
3.0 Meets Expectations – Performance meets the high standard expected and is satisfactory and acceptable.  Consistently dependable, does the job as it is supposed to be done, meets and sometimes exceeds performance requirements.

2.0 Below Expectations – Performance meets the job requirements in some but not all respects.  Employee may come close to meeting the acceptable level of performance or accomplishments expected, but further development and improvement are required.

1.0 Unsatisfactory – Performance falls below the level expected, and fails to meet requirements of acceptability.  Definite improvement is required.

Section III.
Performance Factors
	Performance Factors
	Performance Notes:                            
	Rating 
	Weight
	Score

	Quality of Work – Measures the accuracy, neatness, workmanship, timeliness, and completeness of the work compared to the standards for the position.  Does the employee correct errors or question inconsistencies in the work assigned.
	
	
	
	

	Job Knowledge – Measures the employee’s demonstration of technical, administrative, managerial, supervisory knowledge to perform the job relative to the length of time in the position.
	
	
	
	

	Productivity – Measures the employee’s output of work in relation to the workload, available time, pressures of the job, and ability to produce.
	
	
	
	

	Safety/Security/Confidentiality – Consider the degree to which the employee accepts the responsibility for the safety, security, and/or confidentiality of records, equipment, or information.  
	
	
	
	

	Customer Service – Measure the extent to which the employee takes initiative to meet the internal and external customer needs in a timely and courteous manner while adhering to statutes, policies and procedures.
	
	
	
	

	Judgment/Initiative – Measures employee’s ability to act independently within established guidelines; seek and act upon opportunities and the ability to analyze problems, evaluate alternatives and select best course of action.
	
	
	
	

	Communication – Measures the extent to which an employee is able to comprehend and effectively convey information with and from others in writing, reading, listening, verbal and non-verbal action.
	
	
	
	

	Leadership – Displays initiative, effort and commitment in carrying out the department’s mission; inspires, motivates and guides others toward goal accomplishment; acts in a proactive and achievement-oriented manner.
	
	
	
	


Section IV.
Objectives

	Outcomes/Expectations/Objectives
	Performance Measures/Action Steps                            
	Rating 
	Weight
	Score

	Objective #1

	
	
	
	

	Objective  #2


	
	
	
	

	Objective #3


	
	
	
	


Section V.
Overall Evaluation Rating:

____
Exceeds Expectations (consistently exceeds standards)
(3.6+)

____
Meets Expectations (overall standards)


(2.6 - 3.5)
____
Below Expectations (in several areas)



(1.6 – 2.5)

____
Unsatisfactory
 (consistently below standards)

(1.0 – 1.5)
Employee Comments:

Supervisor Comments:

Signatures:

____________________________________________________


___________________

Employee








Date

____________________________________________________


___________________

Supervisor








Date

____________________________________________________


___________________

Department Head







Date

The employee’s signature indicates that the performance appraisal conference occurred, but not that the employee necessarily agrees with the performance appraisal.  In accordance with the Hertford County Performance Appraisal Policy, *general county employees have the right to appeal this appraisal.  If appealed, employees must follow the procedure as outlined.
*General Employees does not include SPA Employees (subject to the state personnel act).
