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Performance Planning and Review for Hourly Employees

PLEASE CIRCLE ONE: 
Six-month Appraisal  /  Annual Appraisal  /  
Self Appraisal

	Employee Name:       
	Date of Review:       

	Position Title:        
	Last Review Date:       

	Department:       
	Job Classification:       
	Supervisor:       
	Title:       


	Performance Factors:


Rate the employee on those performance factors relevant to his/her job.  For each selected performance factor, identify job behaviors that are instrumental to effective job performance by checking the appropriate line(s).  The job behaviors stated below each performance factor typically reflect a rating of “meets requirements.”  Supervisors are encouraged to provide specific comments or examples particularly when selecting a rating above or below that of “meets requirements.”
	      Ratings:

      4
   Exceeds Requirements

         3
   Meets Requirements
        2
   Partially Meets Requirements

        1
   Fails to Meet Requirements




	Performance Factor
	Rating
	Comments Or Examples 

	FACTOR A: Use of Time
	
	

	1
Arrives at work station and is ready to begin work on time.
	     
	     

	2
Completes tasks within scheduled time.
	     
	     

	(
Attendance.  Reports to work when expected; does not abuse absence privileges.
	     
	     

	FACTOR B: Communications
	
	

	1
Presents well-organized, correct and easily understood verbal and/or written communications.
	     
	     

	2
Practices good guest relations and customer service.
	     
	     

	(
Keeps supervisor informed of productivity and/or problems concerning assigned tasks.
	     
	     

	4  Works effectively as a member of the team.
	     
	     

	FACTOR C: Direction
	
	

	1
Accurately completes assignments according to direction.
	     
	     

	2
Asks for assistance or clarification when necessary.
	     
	     

	(
Accepts constructive criticism in a positive manner.
	     
	     

	4
Shows an effort to improve where areas of improvement are noted.
	     
	     

	5  Works independently.
	     
	     


	PERFORMANCE FACTOR
	RATING
	COMMENTS OR EXAMPLES 

	FACTOR D: Responsibility
	
	

	1
Responds to the work situation & the needs of the department & College; willingly assists as needed.
	     
	     

	2
Is flexible and appropriately responds to changing situations.
	     
	     

	(
Complies with all College policies and departmental policies including safe work practices.
	     
	     

	4  Maintains confidentiality.
	     
	     

	FACTOR E: Technical Competence
	
	

	1
Utilizes the basic knowledge and skills necessary to complete assigned work.
	     
	     

	2
Completes assigned work without frequent reviews by supervisor.
	     
	     

	(
Shows initiative.
	     
	     

	FACTOR F: Quantity of Work
	
	

	1
Output of work meets expectations.
	     
	     

	2
Completes tasks of assignments on time.
	     
	     

	(
Adapts to a quick work pace when necessary.
	     
	     

	FACTOR G: Quality of Work
	
	

	1
Quality of work meets expectations.
	     
	     

	2
Follows instructions carefully.
	     
	     

	(
Reviews own work and makes required corrections before releasing.
	     
	     

	OTHER PERFORMANCE FACTORS RELATED TO THE JOB:

	FACTOR H: 
	
	

	1
     
	     
	     

	2
     
	     
	     

	(
     
	     
	     

	FACTOR I:
	
	

	1
     
	     
	     

	2
     
	     
	     

	(
     
	     
	     


PERFORMANCE SUMMARY

	Appraiser’s Summary Comments:
     
Describe the employee’s major accomplishments since the last performance appraisal.

     
Describe the employee’s strengths.

     
Describe the job-related performance improvements which this employee could use in order to be more effective.
     
Future Performance:

List the performance goals that have been developed for this employee to fulfill during the next appraisal period.
     



	Employee’s Summary Comments

     



	Confidentiality of Private Information

The nature of services provided by Elizabethtown College requires that all private information be handled in a confidential manner.  By signing below, I understand that all private information such as medical, financial, educational, and personal information is collected, maintained, and disseminated appropriately to safeguard the privacy of the protected information of its students, employees, and customers.  Personal or identifying information about students, employees, and customers will not be released to internal or external individuals not authorized by the nature of their duties to receive such information, without the consent of the student, employee, or customer. 
              


Employee Signature                                         Date                                Supervisor Signature                                                 Date

· Employee’s signature indicates only that he/she          
has read this review, but does not necessarily                             
indicate agreement or disagreement with the contents.                     Reviewing Supervisor’s Signature                               Date
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