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Empl ID
Name
Job Code
Status
Year
Title
Pyrl #
Agency
Instructions for Supervisors:
1.         Review the employee's job description to ensure it accurately reflects the essential functions of the position.
2.         Review agency and team goals.  Then, in conjunction with the employee, set 2-5 observable and measurable job goals that are in line with the organization's expectations.  Document each job goal in the fields below.
3.         For other job duties not included in one of the 2-5 job goals, include a statement of what these duties are in the General Job Duties section below.
4.         For each job goal and the general job duties that are filled out below, include a statement that describes the measure of success (what success looks like).
5.         In the Behavior Expectations section below identify the behavior expectations for this employee.
6.         Insert a numerical weight that will be assigned to each job goal, general job duties and behavior expectations.  Total weights must equal 100.
7.         Each quarter, meet with the employee to review progress on each job goal, general job duties and behavior expectations.  Summarize the conversations by inserting comments in each quarter's designated area.
8.         At the end of the year, the performance appraisal process should be completed by assigning a rating to each job goal, general job duties and behavior expectations.  The rating options (noted below) are whole numbers.  The scores will be automatically calculated based on assigned weights and ratings.
1=unacceptable performance (the employee does not meet performance expectations for most essential functions) 
2=needs improvement (the employee satisfactorily fulfills only some of the performance expectations for the position) 
3=meets expectations (the employee satisfactorily fulfills the basic performance expectations for the position) 
4=surpasses expectations (the employee meets and often exceeds the performance expectations for the position) 
5=exceptional performance (the employee consistently exceeds performance expectations for the position) 
9.         NOTE:  A Performance Improvement Plan must be completed for any goal with a rating of a 1 or 2. Refer to HR Policy 3-500 for additional details. 
Job Goal # 
Weight
Rating
Score
General Job Duties
Weight
Rating
Score
Behavior Expectations
Weight
Rating
Score
Weight
Rating
Score
Scoring Totals
Overall Appraisal Score
Development Goals
Comments:   The space below can be used for additional comments.  If employees wish they may submit additional comments to Human Resources within 15 calendar days of the annual appraisal.
Supervisor Comments
Employee Comments
This employee has maintained all required occupational licenses, certifications, etc?
Performance Appraisal Signatures
For Annual Performance Appraisals this form and all attachments should be submitted to the Human Resources Division between December 1 and January 31.  For Probationary Appraisals submit the form within 15 days of completion.
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