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INSTRUCTIONS FOR USE OF THE REPORT OF PERFORMANCE FORM

When evaluating performance, the employee's job description must be reviewed by both the supervisor and employee. An
updated job description shouid accompany this report.

GENERAL.:

1. After marking lightly with pencil each factor in Section A, the rater should review the report with his/fher own supervisor or
department head, if any. Markings and comments should then be typed or inked in. All signatures should be in ink. Changes and
corrections must be initialed by the employee and the rater.

If space for comments is inadequate, similarly dated and signed attachments may be made (either typewritten or in ink).
Due dates must be observed and are particularly important for merit increase reporting.
Unscheduled reports may be filed at any time for any employee.
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The “Guide to Performance Evaluation of Classified Employees” should be consulted for suggestions, definitions, interpretations,
and further instructions.

SECTION A: Check one column for each factor. Column “f” may be checked when a factor is not considered applicable to a particular
job or when the supervisor has not been able to observe the behavior. Additional spaces have been provided to write any additional
factors. Each check mark in Columns “a” and “b” requires specific explanation in Section C.

SUMMARY EVALUATION: Check the overall performance here, taking into account all factors and total performance over the full
period of service being evaluated. ‘

Outstanding: Total performance is far above normal standards for the position. Employee is making a superior contribution to the
Foundation. Contributes significantly to the Department's success - a pioneer. May make recommendations that markedly improve
prior practices and/or methods or develops new approaches.

Superior: Consistently competent performance exceeding standards:in all critical factors for the position. A solid professional that
knows his/her job well and has all skills required of the position. Contributes consistently to the department's success. May make
recommendations for improving the manner in which the job(s) may be done better, faster, and/or easier.

Good: Mests the requirements of his/her position in a competent manner. Occasionally exceeds and consistently meets expected
performance for classification and level of pay. The effective application of skills and knowledge has been demonstrated in achieving
desired results, which may include some improved methods andfor procedures. Clearly meets position requirements. Requires
normal routine supervision. Meets expectations; gets the job done by achieving all major objectives and job requirements.

Marginal: Total performance periodically or regularly falls short of normal standards. Overall results are inconsistent and improvement
is needed in the application of necessary skill and job knowledge. Meets minimum position requirements, needs improvement,
requires more than routine supervision. Results fall short of some job requirements while meeting others.

Not Satistactory: Performance clearly inadequate in one or more critical factors as explained or documented in the performance
review. Lacks skill or knowledge to perform necessary job requirements. Clearly falls below minimum position requirements, excessive
supervision required. '

SECTION B: May be used to describe outstanding qualities or performance, partibu|arly when check marks in Columns “d” and “e” do
not seem particularly descriptive.

SECTION C: Give specific reasons for check marks in Columns “a.” Explanations of check marks in Column “b” are optional. Record
here any other specific reasons why the employee should not be recommended for continued employment.

SECTION D: Record agreed-upon or prescribed performance goals for the next evaluation period. This may include suggestions for
in-service training.

SECTION E: Use to record progress or improvements in performance resulting from employee’s efforts to reach previously set goals.
Also record any in-service training received or additional job:rélated course work undertaken during this rating period.

SECTION G: Employees should not be granted an Annual Merit Increase for less than meritorious service. No merit increase will be
granted without a completed, -signed performance evaluation report recommending it. If the recommendation is negative, full
substantiation of the recommendation must be provided.

SIGNATURES: .

Both the rater and the employee must date and sign ‘t"h’e report. The employee’s signature indicates that the conference has been
held and that he/she has had an opportunity to read and discuss the report. The Department Head should also indicate whether or
not this evaluation reflects his/her opinion of the employee’s performance.





