[image: image1.jpg]



Performance Review
       ________________________________________ 
_________________________________________

Employee Name

                 Reviewer Name

_______________________________________
 _________________________________________

Job Title
 
                 Date of Review


Circle One



     Reviewer Notes

Availability
Excellent
_________________________________________________

Punctuality/Absence.
Satisfactory
_________________________________________________

Time Awareness.
Needs Improvement
_________________________________________________

Job Awareness
Excellent
_________________________________________________

Accountabilities.
Satisfactory
_________________________________________________

Sets Goals.
Needs Improvement
_________________________________________________

Behavior
Excellent
_________________________________________________

Interaction w/ others.
Satisfactory
_________________________________________________

Manners/Neatness.
Needs Improvement
_________________________________________________

Complies w/ Policy
Excellent
_________________________________________________

Follows Procedures.
Satisfactory
_________________________________________________

Safety Rules.
Needs Improvement
_________________________________________________

Dependability
Excellent
_________________________________________________

Performs 
Satisfactory
_________________________________________________

Assignments.
Needs Improvement
_________________________________________________

Initiative
Excellent
_________________________________________________

Develops Solutions.
Satisfactory
_________________________________________________

Provides Ideas.
Needs Improvement
_________________________________________________

Independence
Excellent
_________________________________________________

Tracks Assignments.
Satisfactory
_________________________________________________

Needs Supervision.
Needs Improvement
_________________________________________________

Productivity
Excellent
_________________________________________________

Quality / Accuracy.
Satisfactory
_________________________________________________

Corrects Errors.
Needs Improvement
_________________________________________________


Performance  Review  -  page 2

__________________________________  

Employee Name


New and/or noteworthy accomplishments since last evaluation

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Areas in need of improvement

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Recommendations

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Overall Performance Summary  (Circle one):
Excellent       Satisfactory     Needs Improvement 

Employee Comments

____________________________________________________________________________________

____________________________________________________________________________________

_______________________________________    
 ______________________________________

Employee Signature




 Reviewer Signature

_______________________________________ 
 ______________________________________

Date




 Date of Next Review
Adam Safeguard & Inquiry Systems, Inc.



