Contract Employee Performance Level Review Worksheet

Employee Name:  _________________________	Date of Review: __________________
Name of Reviewer(s):  ___________________________________________

Performance Level Descriptions:
E/ Exemplary =		Performance consistently far exceeds all expectations; conspicuously meritorious performance
D/ Distinguished =	Performance generally exceeds job requirements; well above average
C/ Competent =		Meets all job responsibilities in this area
M/ Marginal =		Performance is below acceptable standards; requires more than average guidance
U/ Unacceptable =	Performance is well below minimum standards; not performing at a an effective level
NA/ Not Applicable =	Does not apply to this position/person

Job Knowledge:  Possesses the knowledge and technical competencies required to perform job responsibilities; understands relevant policies, procedures, and organizational structure and function		PL =  
Comments:  
Quality of Work:	  Produces work to meet acceptable standards, including accuracy, neatness and completeness
												PL =  
Comments:					
Dependability/Responsibility:  Willingly takes on, is held accountable for, and performs assignments in a timely manner
												PL = 
Comments:  

Decision-Making/Problem-Solving/Judgment:  Identifies problems and opportunities, gathers and organizes facts, and makes effective decisions using sound judgment							PL = 
Comments:  
Communication Skills:  Conveys information clearly and logically both orally and in writing	PL = 
Comments:			
Initiative/Resourcefulness:  Offers suggestions; anticipates needs; seeks additional tasks as time permits; and contributes, develops, and/or carries out new ideas and methods					PL = 
Comments:  					
Attendance/Punctuality:  Reports to work (meetings/events/activities) on time, gives prompt notice of absence due to illness												PL = 
Comments:  					
Time Management:  Accomplishes work by required deadlines through effective planning and prioritizing
												PL = 
Comments:     
					
Professional Self-Improvement:  Keeps abreast of current developments in field; attends internal and external classes, workshops, seminars, and training programs; and participates and maintains memberships in professional organizations
												PL = 
Comments:  					
Appearance:  Maintains standard of dress, appearance, and manner which are appropriate to assignment
												PL =  
Comments:  
					
Goals:  

Verification of Review:
Signature of Person Being Reviewed:	_____________________________________	Date:  __________________
Signature of Reviewer:  __________________________________________________	Date:  __________________
Signature of Additional Reviewer:  __________________________________________	Date:  __________________

