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		A.       PERFORMANCE RATING
The evaluator will rank the employee on the following performance indicators by checking the 
appropriate rank on the scale.



	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
		 Superior:              Employee's performance is outstanding, consistently exceeding the objective.  
                               The employee demonstrates initiative and requires minimal supervision.

 Above Average:   Employee's performance is good, often exceeding the objective.
                               The employee willingly accepts responsibility and requires only infrequent supervision.

 Satisfactory:        Employee's performance is adequate, usually accomplishing the objective.  
                               The employee follows instructions and requires normal supervision.

 Marginal:              Employee's performance is substandard and needs improvement.  
                               The employee requires frequent supervision and direction.

 Unsatisfactory:    Employee's performance is unacceptable and is substantially below expectations.  
                               The employee rarely accomplishes the objective even with frequent supervision and 
                               direction.

 Not Applicable:   The objective does not apply to the employee's job function.
                   (N/A)



	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	




	
	
		
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
		SUPERIOR



	
	
		ABOVE AVERAGE



	
	
		SATISFACTORY



	
	
		MARGINAL



	
	
		UNSATISFACTORY



	
	
		NOT APPLICABLE



	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



	

	
		1
	Makes accurate and complete postings to complex departmental/student records and establishes and maintains files and filing systems in accordance with departmental policies and procedures
	 
	 
	 
	 
	 
	 

	2
	Word processes and/or transcribes routine and non-routine, confidential and non-confidential family information including reports, memoranda, letters and records; has unrestricted daily access to confidential non-public, information and material
	 
	 
	 
	 
	 
	 

	3
	Checks, analyzes, and classifies materials; transfers information from reports and documents, codes numerically, and posts to the systems as required
	 
	 
	 
	 
	 
	 

	4
	Receives, classifies, and routes incoming telephone calls and mail
	 
	 
	 
	 
	 
	 

	5
	Prepares or assists in preparation of legal, statistical, or technical papers, documents, reports and  manuals
	 
	 
	 
	 
	 
	 

	6
	Establishes and maintains files; retrieves information; prepares invoices and cross references
	 
	 
	 
	 
	 
	 

	7
	Attends training provided by agency and makes efforts to upgrade skills and knowledge through involvement in career development activities
	 
	 
	 
	 
	 
	 

	8
	Answers families inquiries in person, develops reports and correspondence, conduct interviews and manages problems or complaints
	 
	 
	 
	 
	 
	 

	9
	Operates standard office equipment and machines including computers, adding machine, calculator, copier and other office machines
	 
	 
	 
	 
	 
	 

	10
	Conducts research of family records provided for information related to program eligibility as needed
	 
	 
	 
	 
	 
	 

	11
	Schedules appointments with program applicants
	 
	 
	 
	 
	 
	 

	12
	Assembles and inputs child and family data into computerized database system 
	 
	 
	 
	 
	 
	 

	13
	Performs other duties as assigned by supervisor
	 
	 
	 
	 
	 
	 

	14
	Completes all trainings and other compliance requirements as assigned and by the designated deadline
	 
	 
	 
	 
	 
	 



	
	




	
	
	
	
	
	
	

	
	
		PART B



	
		PERFORMANCE RATING



	
	

	
	
	
	
	
	
	

	
		
		This part of the evaluation instrument is designed to evaluate
the work performance of the individual.  Use the same
descriptors that were used in Part A of this instrument.  Place
a check opposite the work descriptors listed below indicating
your evaluation of the employee's performance.



	 SUPERIOR
	 ABOVE AVERAGE
	 SATISFACTORY
	 MARGINAL
	 UNSATISFACTORY
	 NOT APPLICABLE

	1.
	QUALITY OF WORK
Performs quality work.
	 
	 
	 
	 
	 
	 

	2.
	QUANTITY OF WORK
Produces sufficient amount of work.
	 
	 
	 
	 
	 
	 

	3.
	RESPONSIBILITY
Accepts and fulfills job responsibilities.
	 
	 
	 
	 
	 
	 

	4.
	INITIATIVE
Takes appropriate initiative in work situations.
	 
	 
	 
	 
	 
	 

	5.
	COOPERATION
Cooperates with fellow workers and supervisor.
	 
	 
	 
	 
	 
	 

	6.
	COURTESY
Demonstrates consideration for others by being courteous and tactful.
	 
	 
	 
	 
	 
	 

	7.
	DEPENDABILITY
Demonstrates dependability by following instruction and remaining on the job  until task is completed.

	 
	 
	 
	 
	 
	 

	8.
	ATTENDANCE
Maintains a good attendance record by being present every day, being on time, and by not leaving early.
	 
	 
	 
	 
	 
	 

	9.
	SAFETY
Practices approved and prescribed methods of safety.
	 
	 
	 
	 
	 
	 

	10.
	PROFESSIONAL DEVELOPMENT
Participates in professional development activities designed to improve job  
performance.
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		1.     IDENTIFICATION OF STRENGTHS:
   
   
   
   
2.     RECOMMENDATION(S) FOR PERSONAL GROWTH:
   
   
   
   
3.     COMMENTS/OTHER REMARKS:
   
   
   
   
4.     THE EMPLOYEE BEING EVALUATED MAY RESPOND TO ANY PART OF THE EVALUATION IN 
        THE SPACE PROVIDED BELOW AND INITIAL THE RESPONSE.
   
   
   
   
We hereby acknowledge that a conference has been conducted, this evaluation discussed, and a copy has been provided to the employee evaluated whose signature does not indicate agreement with the content.  In the event the employee disagrees with this evaluation, a letter expressing the nature of disagreement may be submitted to Personnel Services within ten (10) working days of receipt of evaluation with a copy to the Evaluator.  An evaluation may also be appealed to the next appropriate supervisor.
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