Dickinson

SUPPORT STAFF

WHAT ARE EMPLOYEE'S STRONG POINTS? ___

NEW EMPLOYEE REVIEW
EMPLOYEE NAME: WHAT AREA(S) OF THE EMPLOYEE'S PERFORM-
ANCE NEED IMPROVEMENT?
DEPARTMENT:
TITLE:
SUPERVISOR:
REVIEW PERIOD:
JOB ELEMENTS EXCELLENT | VERY GOOD GOOD FAIR UNSATISFACTOR?
QUALITY OF WORK
PROGRESS AS TO THOROUGH- |:| n s are 0 ra e d on allele-
NESS, ACCURACY AND NEAT- | Exceptionally Seldom nstecestsal‘%\l/r Acceé)‘[tl Tﬁ, usu- 3 g ]% Tolo many errors or re-
NESS accurate to chéck Work f I?aﬁil : W g}_lr%onf ho: E]:eect%ns
' ments rated FA or i} ATIS]‘
@ITOTS Of rejec-
tions
QUANTITY OF WORK
PROGRESS AS TO SPEED, DILI- L L] L] L U
GENCE, AND CONSISTENCY OF | Rapid worker, Turns out large Average volume | Volume below | Very slow worker
OUTPUT. unusually large | volume average
volume
KNOWLEDGE OF WORK
SPEED WITH WHICH EMPLOYEE I:l I:l I:l I:l I:l
MASTERS NEW ROUTINE, Well informed Knowledge thor- [ Adequate grasp | Requires consid- | Inadequate knowledge
GRASPS EXPLANATIONS AND | on all phases of | oughenoughto of cssentials, erable assistance
RETAINS THIS KNOWLEDGE. work perform without | some assistance
assistance
DEPENDABILITY
CONSCIENTIOUSNESS, RELI- |:| D D |:| |:|
ABILITY, PUNTUALITY, ATTEN- | Rarely late, Very seldom late, |Seldom Iate, Frequently tardy |Habitually tardy or ex-

DANCE AND SUPERVISION RE-
QUIRED.

rarely absent

seldom absent

absent only occa-

or routinely ah-

cessive absenteeism

sionally

sent

COOPERATION/ ATTI-
TUDE

ABILITY TO WORK HARMONI-
OUSLY AND EFFECTIVELY
WITH OTHER EMPLOYEES AND
SUPERVISORS. INTEREST, SAT-
ISFACTION AND ENTHUSIASM
TOWARD JOB AND THE COL-
LEGE.

O

Brings credit to
the department
through coopera-
tive dealings
with staff and
public

O

Creates problems

0 0 0
Harmonious rela- | Adequate work | Reluctant o co-
tionships with relationships operate with staff

staff and/or public

with staff and/or
public

and/or public

through personal intera
tion with staff and/or
public




SU-

PERVISOR(S) SIGNATURE
DATE

I HAVE READ THIS EVALUATION AND RE-
VIEWED ITS CONTENTS WITH MY SUPERVISOR

S).
OVERALL EVALUATION
EXCELLENT U
Excellent in all elements EMPLOYEE SIGNATURE
DATE

VERY GOOD O

No fair elements and majority of items *Requires HR Services consultation prior to employee
rated very good or b

GOOD Office Use Only:

M Rev. 11/3/04
one elemen
FAIR U

No unsatisfactory elements, 2
or more elements rated fair

UNSATISFACTORY [

One or more elements rated
unsatisfactory

AS THE SUPERVISOR, DO YOU RECOMMEND THE
RETENTION OF THIS EMPLOYEE?

YES NO* OTHER* If NO or
OTHER, please explain:




