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INSTRUCTIONS
- Complete Form No. 084-1385 (03/05) for all non-exempt and non-represented hourly employees as follows:

1. PROBATION - Review each probationary employ every 30 days.

2, SEMI-ANNUAL - Midyear review to evaluate progress of emplo:.ree may be performed if an empluy&a
receives and unfavorable evaluation.

3. ANNUAL REVIEW - All employees are reviewed once a year during their anniversary month.
(The month in which the emploves a&emnad his current position.)

4, OTHER- When performance falls nansiderably below standard, and probationary status or disciplinary -
action is considered or when special achievement is to be noted.

SUPERVISOR - Complete Section A "Performance Characteristic” indicate the level of performance for each
charactaristic by checking the appropriate box, and B "Development Plan for Improvernent.”

EMPLOYEE - Complete Section C "Employes Comments.”
DEFINITION FOR RATING TO BE APPLIED:

"U" - Unsatisfactory ~ -Many job tasks unrealized or many tasks not performed. (You must aftach

supporling dosumentation.)
"F" - Fair -Accomplished some jog tasks or parformed some tasks assigned or performed
(Below Standard) with ability. _
"@" - Good -Accomplished substantially all job tasks or perfunnad all taﬁ}c's ass‘bgnad.
(Standard)

"E" - Excellent -Accomplished all job tasks or performed all tasks and excelled in some
(Above Standard) {¥ou must atlach supporting documentation.) - - . -

"0"- Qutstanding -Accomplished all job tasks or performed all tasks and excellsd in a substantial
manner. (You must attach supporting documentation)

ESTIMATE OF EMPLOYEE'S ALL-AROUND PERFORMANCE - Check the box which most adequately
describes overall performance. Keep in mind that in spite of some individual Performance qaaraderisﬂn
- — - - - belng either exemplary or poor, his-overall performance may be somewhat different. —— — — — -

B. DEVELOPMENT PLAN - Recognizing the incumbent's strengths, weaknesses and pntanttal Indicate
plans for future development the employee can pursue for self improvement. :

C. EMPLOYEE COMMENTS - Employees should describe how wall ihayr fee! they are progressing and
area(s) in which they require fraining and/or assistance. .

APPROVALS: The Performance Evaluation Is reviewed by at least one lavel of supervision above the
evaluating officer. Further reviews are to be at the discretion of the department head or higher management.
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