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Effective: 06-01-14

Performance Review
	Employee First Name:
	Employee Last Name:

	Classification:
	Department:

	Supervisor Name:
	Review Period Dates:


Section 1: Goal-Setting and Attainment
Instructions for Supervisors:  Set Goal for employee in the spaces provided below at the beginning of the review

 period. All goals need to be measurable, specific, realistic, and stated concisely with an objective and deadline established.  Additional pages may be attached if needed.  All goals are to be approved by the Department Head prior to employee discussion. All employees shall have at least one goal set per category below.  The Goal-Attainment Review portion shall be completed at the end of the review period
Customer Service Goal(s)
Set at least one (or more if appropriate) Customer Service Goal for the employee at the beginning of the review period. Customer Service Goals should be designed to address effectiveness in customer service skills and may relate to both internal and external customers.
	Customer Service Goal #1: (to be set at beginning of review period)

Goal-Attainment Review (to be discussed at the end of review Period)
Did the employee achieve the stated goal above? Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
 

Describe employee actions toward goal attainment and results achieved:



Strategic Organizational Goal(s)
Set at least one (or more if appropriate) Strategic Organizational Goals for the employee at the beginning of the review period. Strategic Organizational goals will be derived from the broad Commission Goals, Budget Initiatives or other initiatives that have been established and communicated to Departments by County Administration.  Supervisor shall communicate how individual employee goal aids in overall Strategic Organizational Goal attainment.
	Strategic Objective Goal #1: (to be set at beginning of review period)

Goal-Attainment Review (to be discussed at the end of review Period)
Did the employee achieve the stated goal above? Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
 

Describe employee actions toward goal attainment and results achieved:



Project/Task Based Goals

Set one to three Project/Task Based Goals for the employee (additional goals can be added).  These goals shall be geared to increase effectiveness in employee job duties within the realm of current level of responsibility and/or to provide or assign special tasks/projects where appropriate.
	Project/Task Based Goal #1: (to be set at the beginning of the review period)

Goal Attainment Review (to be discussed at the end of the review period)
Did the employee achieve the stated goal? Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
 

Describe employee actions toward goal attainment and results achieved:



	Project/Task Based Goal #2: (to be set at the beginning of the review period)

Goal Attainment Review (to be discussed at the end of the review period)
Did the employee achieve the stated goal? Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
 

Describe employee actions toward goal attainment and results achieved:



	Project/Task Based Goal #3: (to be set at the beginning of the review period)

Goal Attainment Review (to be discussed at the end of the review period)
Did the employee achieve the stated goal? Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
 

Describe employee actions toward goal attainment and results achieved:



Career Development Goal(s)
Set at least one Career Development Goal (additional goals can be added).  These goals shall be set to provide the employee with opportunities to learn and develop for potential career advancement within the Unified Government and can include area such as training goals or special projects or other tasks that are within reason to perform while handling current necessary work tasks.
	Career Development Goal #1 (to be set at the beginning of the review period)

Goal Attainment Review (to be discussed at the end of the review period)
Did the employee achieve the stated goal? Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
 

Describe employee actions toward goal attainment and results achieved:



Goal-Setting Acknowledgement

Signature below denotes the aforementioned goals have been discussed with employee at the 

beginning of the review period.
Employee Signature



Date 

Supervisor Signature


Date
Section 2: Review of  Desired Employee Behaviors

Instructions: Rate employee in the below performance areas based on the behaviors 
you have observed during the review period.
Customer Service:

(1) Displays responsiveness to the needs of internal and external customers:

Rarely  1
2
3
4
5
Almost Always

(2) Develops and maintains a positive image for the organization

Rarely  1
2
3
4
5
Almost Always

(3) Displays courtesy and respect for others

Rarely  1
2
3
4
5
Almost Always

(4) Provides equitable and fair treatment to customers. 

Rarely 1
2
3
4
5
Almost Always
	Comments:




Knowledge:
(1) Continually strives for new skills and knowledge
Rarely  1
2
3
4
5
Almost Always
(2) Displays a working knowledge of departmental policies and procedures
Rarely  1
2
3
4
5
Almost Always

(3) Displays an understanding of principles related to area of assignment

Rarely  1
2
3
4
5
Almost Always

(4) Displays knowledge of UG policies, programs and operations appropriate for job responsibilities.

Rarely  1
2
3
4
5
Almost Always

	Comments:




Reliability:
(1) Adheres to the attendance policy
Rarely  1
2
3
4
5
Almost Always
(2) Demonstrates initiative in the performance of duties and projects
Rarely  1
2
3
4
5
Almost Always

(3) Performs work independently

Rarely  1
2
3
4
5
Almost Always

(4) Accepts responsibility and accountability for assigned work

Rarely  1
2
3
4
5
Almost Always

	Comments:




Quality of Work:
(1) Completes projects and tasks thoroughly and accurately
Rarely  1
2
3
4
5
Almost Always
(2) Completes projects and tasks by specified deadlines
Rarely  1
2
3
4
5
Almost Always

(3) Complies with appropriate policies and procedures in the performance of tasks

Rarely  1
2
3
4
5
Almost Always

(4) Displays good decision-making and judgment

Rarely  1
2
3
4
5
Almost Always

	Comments:




Quantity of Work:
(1) Produces the expected quantity and volume of work
Rarely  1
2
3
4
5
Almost Always
(2) Contributes to team efforts
Rarely  1
2
3
4
5
Almost Always

(3) Displays effective time-management

Rarely  1
2
3
4
5
Almost Always

(4) Prioritizes work effectively

Rarely  1
2
3
4
5
Almost Always

	Comments:




Final Review Signatures
All signatures must be obtained after the Performance Review Discussion with the employee. Signatures below denote that Sections 1 and Section 2 above have been discussed with employee.  (all completed forms forwarded to Human Resources)
Employee Signature



Date 

Supervisor Signature


Date
Division Head Signature:


Date

Department Head Signature

Date
PAGE  
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