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Part I: Performance Expectations
	Manager / Employee

	Performance Expectations / Objectives
	Relevant Measures

	
	

	Additional / Unplanned Accomplishments

	


Part II: Skill Appraisal

INSTRUCTIONS: 

· Change or add bulleted items in each category as necessary to reflect employee’s responsibilities. 

· Mark categories that do not apply as “NA”.  All other categories require manager’s narrative evaluation. 

· Manager’s narrative evaluation should address the level of the employee’s performance including relevant examples from the previous year.
· Overall Rating (optional at the department level): Check the best overall rating statement to describe the employee’s performance in this area.

	1.
	Job Knowledge and Application

	· Demonstrates knowledge of management and professional field.

	· Demonstrates ability to apply job knowledge.

	· Effectively utilizes regulations and related systems.

	· Understands other operations and areas and uses them effectively.

	· 

	· 

	Manager Evaluation:

	

	Employee Comments:

	

	Overall Rating (optional):

	 FORMCHECKBOX 

	Outstanding, consistently exceeds job requirements.
	 FORMCHECKBOX 

	Effective & successful, may sometimes exceed job requirement.
	 FORMCHECKBOX 

	At times does not meet job expectations, needs improvement.


	2.
	Planning

	· Strategically plans work and makes appropriate assignments / delegates effectively

	· Organizes information, gathers data, and defines tasks.

	· Uses systematic and efficient methods for tracking and measuring.

	· Considers alternatives and contingencies, makes adjustments accordingly.

	· Subordinates are well organized and aware of priorities.

	· 

	· 

	Manager Evaluation:

	

	Employee Comments:

	

	Overall Rating (optional):

	 FORMCHECKBOX 

	Outstanding, consistently exceeds job requirements.
	 FORMCHECKBOX 

	Effective & successful, may sometimes exceed job requirement.
	 FORMCHECKBOX 

	At times does not meet job expectations, needs improvement.


	3.
	Budget Management

	· Operates effectively within budget.

	· Prepares any necessary budget forecasts and forms.

	· Achieves established targets and encourages cost improvements.

	· Effectively controls functional costs.

	· 

	· 

	Manager Evaluation:

	

	Employee Comments:

	

	Overall Rating (optional):

	 FORMCHECKBOX 

	Outstanding, consistently exceeds job requirements.
	 FORMCHECKBOX 

	Effective & successful, may sometimes exceed job requirement.
	 FORMCHECKBOX 

	At times does not meet job expectations, needs improvement.


	4.
	Time Management

	· Meets agreed upon deadlines and targets.

	· Maintains a high rate of productivity. 

	· Demonstrates appropriate use of resources.

	· 

	· 

	Manager Evaluation:

	

	Employee Comments:

	

	Overall Rating (optional):

	 FORMCHECKBOX 

	Outstanding, consistently exceeds job requirements.
	 FORMCHECKBOX 

	Effective & successful, may sometimes exceed job requirement.
	 FORMCHECKBOX 

	At times does not meet job expectations, needs improvement.


	5.
	Communication

	· Anticipates information needs of management staff and other entities.

	· Listens and is accessible to employees.

	· Shares information effectively.

	· 

	· 

	Manager Evaluation:

	

	Employee Comments:

	

	Overall Rating (optional):

	 FORMCHECKBOX 

	Outstanding, consistently exceeds job requirements.
	 FORMCHECKBOX 

	Effective & successful, may sometimes exceed job requirement.
	 FORMCHECKBOX 

	At times does not meet job expectations, needs improvement.


	6.
	Customer Service

	· Demonstrates knowledge of the organization's customer and their needs.

	· Seeks customer comments.

	· Seeks continuous improvement.

	· Provides high-quality services that address the needs of a diverse community.

	· Establishes reliable measures to determine quality of services.

	· 

	· 

	Manager Evaluation:

	

	Employee Comments:

	

	Overall Rating (optional):

	 FORMCHECKBOX 

	Outstanding, consistently exceeds job requirements.
	 FORMCHECKBOX 

	Effective & successful, may sometimes exceed job requirement.
	 FORMCHECKBOX 

	At times does not meet job expectations, needs improvement.


	7.
	Interpersonal Relationships

	· Maintains self-confidence & self-esteem of others.

	· Maintains constructive relationships.

	· Focuses on the situation, issue or behavior, not the person.

	· Takes initiative to make things better.

	· Leads by example.

	· Manages conflict effectively.

	· 

	· 

	Manager Evaluation:

	

	Employee Comments:

	

	Overall Rating (optional):

	 FORMCHECKBOX 

	Outstanding, consistently exceeds job requirements.
	 FORMCHECKBOX 

	Effective & successful, may sometimes exceed job requirement.
	 FORMCHECKBOX 

	At times does not meet job expectations, needs improvement.


	8.
	Selection and Development of Staff

	· Recruits and hires well-qualified staff.

	· Provides coaching, development, training and promotional opportunities where possible.

	· Addresses discipline problems in a timely and effective manner.

	· Demonstrates balance and objectivity in personnel decisions.

	· Monitors performance of employees.

	· 

	· 

	Manager Evaluation:

	

	Employee Comments:

	

	Overall Rating (optional):

	 FORMCHECKBOX 

	Outstanding, consistently exceeds job requirements.
	 FORMCHECKBOX 

	Effective & successful, may sometimes exceed job requirement.
	 FORMCHECKBOX 

	At times does not meet job expectations, needs improvement.


	9.
	Equal Opportunity / Diversity

	· Demonstrates a high standard of conduct with actions and decisions.

	· Provides information, guidance, and training to employees regarding E.O. policies and standards for behavior.

	· Approaches difficult issues objectively and rationally.

	· Actively promotes Diversity efforts within the organization.

	· 

	· 

	Manager Evaluation:

	

	Employee Comments:

	

	Overall Rating (optional):

	 FORMCHECKBOX 

	Outstanding, consistently exceeds job requirements.
	 FORMCHECKBOX 

	Effective & successful, may sometimes exceed job requirement.
	 FORMCHECKBOX 

	At times does not meet job expectations, needs improvement.


	10.
	Safety Policies & Procedures

	· Ensures compliance with Safety Rules and Regulations.

	· Provides information, guidance, and training to employees regarding safety issues.

	· Takes prompt and appropriate action to address safety concerns.

	· 

	· 

	Manager Evaluation:

	

	Employee Comments:

	

	Overall Rating (optional):

	 FORMCHECKBOX 

	Outstanding, consistently exceeds job requirements.
	 FORMCHECKBOX 

	Effective & successful, may sometimes exceed job requirement.
	 FORMCHECKBOX 

	At times does not meet job expectations, needs improvement.


Part III: Future Focus

Developmental Goals:  Using the results of Part II, list the specific areas of strength, areas to improve and develop.

Departmental Objectives: Include departmental objectives, as appropriate, where they reflect on the employee’s performance.

Note: It is recommended to have between 1-3 developmental goals.

	Manager / Employee:

Developmental Goals and Departmental Objectives

Make Goals: Specific, Measurable, Agreed upon, Realistic, & Timed.


	Manager / Employee:

State how the goal will be met including the, tools, methods, resources, opportunities, needed to reach this goal.

	
	


Manager Signature: 







 Date: 



Employee Signature: 







 Date: 



Second-Level Manager Review (when requested by employee): 






 Date:



County of Santa Clara

County Employees Management Association

Six Month Update













Review Date: 

· Update progress toward developmental goals and departmental objectives. 
	Developmental Goals and Departmental Objectives


	Status

	
	


Manager Signature: 







 Date: 



Employee Signature: 







 Date: 
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 Manager, 

 Employee
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