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Performance review guides

Whether t's guarterly. bianmually, or yearly, nearky all omployses remeive a perl cermance mdew from
thair managors and bo e, Performancs nevews,. also nown i performanos aperaials or ovabluations,
are a way for an employer to give constructive feedback to their employees on the job they are doing,

While some are more formal than ofhaers, perfomanoe meviess ghve bosses and manag ers an
apportunity 1o detail both the good and bad & pecs of sach employee. Froem the work they prodate o
the attitude they daplay, al parts of an employee’s perd onmance ane under NEEW.

The goal of a performance evaluation is to give workers feedback on what they are dosng right and what
needs ko be improeed. While nigg ullar dialog ue with employes & impoetant for manageri in onder Lo
ensune thisl employees are Slaying on Lk, formal reviews can come with much greater consequences,
Good reviews cin help determine whith employes deserve riises of promotions, while & poor one can
give an employer the proof they need © demote of in some cises lerminate 5 stall member,

In addition to judging anemployee’s past performance, reviews alio provide an excellent time for both
the employee and emploser bo look Tonward. Eval sationd should include godak for the futune, By setling
goals in a formal manner, employes will betler underitand the objectives that need to be met in order
I achiose posilived risviiews o ng fonssnd.

Wi ting a performance review

While managers might not enjoy spending tme wriling ther employer evaluations, they dosee the
benefits that come froem theemn A recent study by the staffing firm Accountemps revealed that mone than
Gl percent of exeautives fecl ther performance revirea are effective.

"The succeds of fadure of an appraial depends on how clearly both performance expectaitions and
feedback are communicated to employees,” said Max Messmer, charman of Accountemes.
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Actual quotes from Federal employee performance evaluations:

1.  Works well only when under constant supervision and comered like a rat i a trap.

2. His men would follow him anywhere, but only out of morbid curiosity.

3. ['would not allow this employee to breed.

4. This employee is really not so much of a has-been, but more of a definite won't be.

5. Since my last report, he has reached rock bottom and has started to dig

6. When she opens her mouth, it seems that this is only to change whichever foot was
previously in there.

7. He would be out of his depth n a pariang lot puddle.

8. This young lady has delusions of adequacy.

9, She sets low personal standards and then consistently fails to achieve them.

10. This employee should go far — and the sooner he starts, the better.

11. This employee is depniving a village somewhere of an idiot.

12. Not the sharpest knife in the drawer.

13. Got into the gene pool while the lifeguard wasn't watching.

14. A room temperature [Q.

15. Got a full 6-pack, but lacks the plastic thingy to hold it all together.

16. A gross ignoramus — 144 times worse than an ordinary 1gnoramus.

17. A photographic memory but with the lens cover glued on.

18. A prime candidate for natural de-selection.

19. Bright as Alaska in December.

20. One-celled organisms out score him in [Q tests.

21. Donated his brain to science before he was done using it.

2. Fell out of the family tree.,

23. Gates are down, the lights are flashing, but the train 1sn’t commg,

24, Has two brains; one is lost and the other is out looking for it.

25. He's so dense, light bends around him,

26. If brains were taxed, he'd get a rebate.

27. If he were any more stupid, he'd have to be watered twice a week

28. If you give hima penny for his thoughts, you'd get change.

29, If you stand close enough to him, you can hear the ocean

30. It's hard to believe that he beat out 1,000,000 other sperm.

31. One neuron short of a synapse.

32, Some drink from the fountain of knowledge; he only gargled

33. Takes him 100 hours to watch 60 minutes.

34, Was left on the Tilt-A-Whirl a bt too long as a baby,

35. Wheel is tuming, but the hamster is dead.



Mame =i~ — Evaluation Period =—fi=_-_—
Position DepartmentCampas
Evaasoe: - - . e
Hating Scale: E Exceeds expectations Perfonmance e xoeeds expeciations

P Prodic semt Performance meets ¢ xpeciations

I Merods imiprovement Pedormance does meet expocistions

MA  Nol applicable Performance is not expecied

Directions: LUse the above descnpiors o mie each skill. Determine the overall job performance by
meviewang all rafings

Creneral Skills
1, Works coopemively with others Em ploves E P 1 MNiA
Evaluatar E F 1 NiA
2. Pasiicipaies in mosetings, raining and special events Emnplovee E P 1 MNiA
Evaluatar E F 1 NiA
3. Follows oral and written mstructions from supervisor | Em plovee E | 1 NIA
Evaluator | E r 1 NiA
4. Follows disgrct polscies and proceduncs Emplovee E P | MNiA
Evaluatar E | P | MNiA

What are good comments for a performance review. What to write for employee comments on an appraisal. How to write appraisal comments for staff. How to write comments in performance appraisal. Sample supervisor comments for performance appraisals. How to write good comments in appraisal.

If you are a manager, then most likely you have to write performance reviews. While it can be extremely difficult to write reviews of colleagues who work for you, your company counts on you to rate each person fairly. Honest performance appraisals can help employees improve their performance and be more committed to their work. While it may
not seem like it when you have to deliver a poor performance review, workers really crave the feedback you provide them. This way, they know if they meet or exceed expectations or if they fall behind the expectations of the company. Finally, performance reviews can be an opportunity for small business managers to take a look at the advice they are
providing to those who work for them to see if they need improvement. Achievement of Goals In the last performance review, the employee should have been involved in setting some specific goals. Depending on the time elapsed between performance reviews, additional targets may have been set. Ideally, these goals are specific, measurable,
achievable and timely. Performance review is the ideal time to review those business objectives and set new ones as needed. Poor During the last performance review, the employee was achieving 50% of the targets expected by the company, but is now only reaching 20%. While the manager and the employee agreed that she would be finishing 75%
of her daily work, the employee usually only completes 30% of her assigned tasks and has been trained six times in the past year. Improvement Needs Refuses to try new techniques to improve its mastery of specific tasks such as lead generation. Spends too much time concentrating minor tasks while leaving major tasks unfinished. Meets
Requirements Improved production of product X in percentage Y in the last six months. It currently meets all the objectives outlined in a previous performance review, and shows a big increase in the ability to use web chat. Surplus Surplus It works well in achieving goals and is flexible as needed. It accomplishes its own goals quickly and accurately,
and then helps others develop easier methods of achieving their goals. Outstanding The quantity and quality of the work is outstanding. An outstanding employee who achieves all goals on a daily basis with an attitude of power to do. Punctuality The punctuality of all employees is vital to achieving the company’s overall objectives. The punctual
employee shows that he can count on other team members. Managers learn to count on employees who arrive on time every day to carry most of the workload. Therefore, they are often the first considered for promotions. Poor The employee only showed up 60% of her assigned days and was late more than 75% of the days she reported for work.
Despite three trainings, the employee continues to take extended lunches without permission. Needs for Improvement The employee constantly takes longer breaks than allowed. Despite arriving on time, the employee often takes a long time to get back to work. Meets the Requirements The punctuality of the employee is part of the company’s
guidelines. The employee works the assigned hours. Exceeds the requirements Always on time and showing an attitude of what you can do makes it easy to work with this employee. One can count on this employee to be always on time. Outstanding Being present and reliability are two terms that easily describe this employee. We can count on that
this employee will always be here making the determination of staff levels much easier. Communication Skills This area of performance review should cover a lot of ground, as it covers the sharing of information that helps the company achieve its goals. At the same time, employees may need to think about protecting the Vital that you do not need to
be shared with all employees. When you write the evaluation of performance, be sure to remember that communication is a double-meaning way, so those that stand out in this area can build cooperation between between Members and when working with the public. This listening review article should also show the employee's will to negotiate in
good faith while maintaining an equal temperament. Employees must exhibit the ability to be good listeners and respect the owner of the small company or the final decision of the manager even when he differs from what they think should be done. Good communicator is proud when others do well and are always willing to make sure that all are
included and all views are honored. Poor constantly not willing to share information with others, this employee shows that he can not be a member of a productive team. This employee seems to have problems knowing how quiet, so the company has had to do a management job of reputation to cover the errors of it. The improvement of needs, this
employee constantly does not achieve written notes in a timely manner by delaying other teams to complete their assignment. Many employees complain that they have to hunt this employee because he does not respond to emails in a timely manner. Complies with the requirements that the reports of this employee are always carried out in a timely
manner and are filled with vital data. The art of communication is practiced by this employee on a regular basis that often receives positive comments from customers. Overcome the requirements. It is always a pleasure to listen to this employee job with customers because it does a great job to recognize pain points so that customers are convinced to
buy. This employee performs an excellent active listening work that allows you to identify problems and reach viable solutions. Excellent qualified communicator, this employee performs an excellent job of fostering a healthy debate among all team members. This employee is a very effective communicator in delicate where tact and wisdom are
required. Cooperation and cooperation competition are like two ends of a spectrum, and the best employees are often found in the middle. Cooperative employees The desire to do the work no matter what receives the credit. They are willing to take place as long as the tasks help meet the objectives of the company, and are willing to reorganize their
schedules depending on the needs of the group. Cooperative workers are productive working alone or in a group. Poor according to numerous reports documented in the personal file of it, this employee refuses to cooperate with other employees and higher. This employee is stubborn and needs to learn to work in a group environment without
entering screaming fights with other employees. Improvement of needs This lack of will of employees to take the initiative has led to numerous projects to be delayed. Not wanting to see that everyone is needed working together, this employee wants to do things constantly at their own time schedule. Complies with the requirements. This employee is
a team player who can often be encountered by encouraging others. The ability to take constructive criticists when necessary makes this employee one of the most cooperatives of the building. It exceeds extremely target-oriented requirements, this employee works well on the construction of the company's spirit daily. One of the most strong
cheerleaders of the company, this employee often delays its own projects to help others. However, the constant impulse of it means that itself work itself is completed in a timely manner. Outstanding you would never know that working with people from various origins is a challenge when you see this employee in accident. One of the strongest assets
of this employee is the ability of him to lead teams to find creative solutions that increase productivity. Leadership and management skills without a good management, it is difficult for a company to have success. While most of the people who exhibit these skills will be a linen or higher leader, it is a Essential of all good behavior of an employee.
Employees who show good leadership give adequate feedback to those who are above and below them. They comprise the policy policies and the expected workflow. expected. With good management skills are also outstanding in the construction teams and being everyone's favorite cheerleader helping the company surpass their expectations. Poor
despite training, this employee shows little understanding of how to build a good team. The company's headquarters has received four complaints about this manager of its inferiors that the company was valid. You need improvements, while this employee does a good job of assigning tasks, it is not done to make sure they are completed in a timely
manner. Other managers often complain that they find this head manager. Meet the requirements This employee shows good leadership skills when working on a team. Always a great cheerleader, this employee has the heart of a servant. Overcoming requirements One of the most difficult work employees in the building, the administration can
always count on this employee to collect the slack of others. Consistently a great team player, this employee does a good job to make sure everyone's opinion is heard. Excellent observation of this employee in action must be a requirement for all who want to learn about leadership. While promoting leadership six months ago, this employee already
exceeds many more experienced managers. Interpersonal Skills To be an asset to a company, an employee must be able to get along with others. Communication is a large part of interpersonal skills, but there are also others. Some employees can work well with people at all levels of the company, while others may have problems getting along with
their coworkers while they get along well with the administration. Good personal hygiene is an important part of interpersonal skills. Poor This employee seems to have a bad attitude every day and is often seen screaming at thework. Despite the training, this employee has not improved his ability to get along with other team members. He needs
improvement, this employee does a good job of getting along with the superiors, but He often treats those who are beneath him wrong. The administration has given this employee numerous warnings that his personal hygiene needs improvement. Requirements Exceeds Requirements This employee works well with the administration, other
employees and the public where he always exceeds expectations. Others feel extremely civil and valued when they are around this employee. Outstanding a positive attitude and a provision to listen to the opinion of others make this employee one of everyone's favorites. This employee does an exceptional job of assessing the opinion of those around
them even when there are differences in opinion. Problem of solution This part of the performance review evaluates whether the employee is able to create viable solutions when problems arise. Ideally, you can suggest ideas that allow production to increase or save money to the company. Employees who stand out in this category can communicate
their ideas and suggestions so that those around them can implement them with success. Poor This employee is consistently rude when problems arise that require even minor changes. This employee needs to be able to change the project addresses more effectively without losing their temperament. Improvement of needs This employee needs to
show more flexibility and disposal to change the addresses during the work day. While this employee takes the direction well, he needs to be more independent in the resolution of problems. Requirements This employee is able to solve the client's problems in an appropriate manner. A very creative thinker, this employee does a good job to solve
routine problems. Exceeds Requirements Managers rarely know about the problems encountered during production because this employee is so good at solving them. This employee is a real asset due to its ability to think rapidly when problems are presented. This employee saved the company a lot of money when a line of assembly had to be closed
for more than six weeks because she was able to configure another other to make the product. This employee did a great job of keeping the employees safe while protecting the assets when the disaster occurred. Creativity An employee's ability to be creative in resource and time management is an important part of a performance review. As a leader,
these people tend to be able to solve most of the problems by helping to meet the deadlines. They are also an advantage to help introduce new products into the market. Poor This employee comes to the superiors with every problem less than often delays the work of others. This employee is very creative, but refuses to apply those skills to complete
the tasks in a timely manner. Improvement Needs This employee has great ideas, but too often he does not see the general picture. He often does not think of whole processes, which can cause even more problems later. It meets the Requisitos Revista new ideas so that the best ones can present themselves to management when appropriate. This
employee is able to see the problems in creative ways that others might not consider. Exceed Requirements A real asset for the company, this employee takes on ideas that others think are immutable and improves them. The willingness to experiment with new ways of doing the tasks to improve the use of the assets makes this employee first-class.
Outstanding This employee reads constantly to find answers to problems within the company. The screens look perfect when this employee makes them due to their attention to detail and creativity. Conclusion If done correctly, performance evaluations can help improve good employees and encourage large employees. If you are in charge of writing
performance reviews, then focusing on these fundamental competencies allows you to give constructive feedback on what employeesdoing well and where they need to take advantage of the opportunity to grow in the near future.
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