Date created:  January 23, 2007


	STATE OF UTAH
UTAH NATIONAL GUARD - STATE EMPLOYEE 
GENERAL PERFORMANCE PLAN/EVALUATION


	NAME  
	DIVISION  

	EIN
	
PROBATIONARY
	
INTERIM EVALUATION
	Job Title

	EVALUATION PERIOD  
	EVALUATION DATE  

	EVALUATION INSTRUCTIONS:  Please fill out the evaluation form completely.  Individual ratings should only be given in whole numbers.  Total the General and Individual forms separately, add total scores, divide by 2.  Rating definitions are:
3     Exceptional        Consistently exceeds               normally accepted standards    
2     Successful           Consistently meets                  normally accepted standards

1     Marginal             Frequently does not meet      normally accepted standards          improvement is expected

0     Unsuccessful       Usually does not meet            normally accepted standards          significant improvement required


	
	SELF EVALUATION
	SUPERVISOR EVALUATION

	JOB DUTIES & RATING CRITERIA

	0
	1
	2
	3
	0
	1
	2
	3

	SERVICE:
	

	Maintains a positive attitude in working with colleagues and customers
	
	
	
	
	
	
	
	

	Gives “accurate” information either “on-time” or “before” expected
	
	
	
	
	
	
	
	

	Consistently goes the extra mile when providing information or help
	
	
	
	
	
	
	
	

	Is well thought of by customers and maintains effective customer relations
	
	
	
	
	
	
	
	

	MOMENTUM:
	

	Consistently demonstrates a strong work ethic by staying on task and being productive
	
	
	
	
	
	
	
	

	Handles required workload in a timely and efficient manner
	
	
	
	
	
	
	
	

	Shows initiative: brings forward well-conceived ideas for improvement or problem solving
	
	
	
	
	
	
	
	

	Actively participates in team and other settings to facilitate cooperative, energetic, productive activity
	
	
	
	
	
	
	
	

	INTEGRITY:
	

	Accepts responsibility: admits mistakes readily and corrects them quickly
	
	
	
	
	
	
	
	

	Is honest, trustworthy, and honors commitments
	
	
	
	
	
	
	
	

	Supports leaders and demonstrates loyalty to the office and co-workers
	
	
	
	
	
	
	
	

	Is punctual: on time to work, meetings, etc.
	
	
	
	
	
	
	
	

	LEARNING:  
	

	Stays current in field.  Applies new knowledge or skills to work setting
	
	
	
	
	
	
	
	

	Is adaptable and open to suggestions and guidance and adjusts well to change
	
	
	
	
	
	
	
	

	Learns, understands and follows office policies, procedures, DHRM Rules, and applicable laws.
	
	
	
	
	
	
	
	

	Communicates ideas well verbally and in writing
	
	
	
	
	
	
	
	

	EXPERTISE:  
	

	Knows the job extremely well and performs responsibilities with excellence
	
	
	
	
	
	
	
	

	Demonstrates good judgment:  knows when to ask questions and when to work independently
	
	
	
	
	
	
	
	

	Demonstrates effective self management
	
	
	
	
	
	
	
	

	Looks and acts like a true professional
	
	
	
	
	
	
	
	

	COLUMN TOTAL
	
	
	
	
	
	
	
	

	TOTAL SUPERVISOR EVALUATION SCORE DIVIDED BY NUMBER OF CRITERIA
	     
	÷20  
	=   

	COMMENTS:



	
	
	
	
	

	
	EMPLOYEE SIGNATURE
	
	DATE
	
	SUPERVISOR SIGNATURE
	
	DATE
	


	STATE OF UTAH

UTAH NATIONAL GUARD - STATE EMPLOYEE 
GENERAL PERFORMANCE PLAN/EVALUATION



	NAME     
	DIVISION     

	EIN  
	
  INTERIM EVALUATION
	Job Title

	EVALUATION PERIOD   
	EVALUATION DATE

	EVALUATION INSTRUCTIONS:  Please fill out the evaluation form completely.  Individual ratings should only be given in whole numbers.  Total the General and Individual forms separately, add total scores, divide by 2.  Rating definitions are:

3     Exceptional        Consistently exceeds               normally accepted standards    

2     Successful           Consistently meets                  normally accepted standards

1     Marginal             Frequently does not meet      normally accepted standards          improvement is expected

0     Unsuccessful       Usually does not meet            normally accepted standards          significant improvement required


	
	Self Evaluation
	Supervisor Evaluation
	

	SPECIFIC PROJECTS/GOALS/AREAS OF IMPROVEMENT 

(Current Goals/Rating and list Future for next year’s evaluation)
	0
	1
	2
	3
	0
	1
	2
	3
	Evaluator Initials

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	COLUMN TOTAL
	
	
	
	
	
	
	
	
	

	TOTAL SUPERVISOR EVALUATION SCORE DIVIDED BY NUMBER OF PROJECTS/GOALS *
	
	÷ 
	=

	COMMENTS:



	
	
	
	
	

	
	EMPLOYEE SIGNATURE
	
	DATE
	
	SUPERVISOR SIGNATURE
	
	DATE
	


	STATE OF UTAH

UTAH NATIONAL GUARD - STATE EMPLOYEE 
ACCOMPLISHMENTS 

	NAME     
	EIN     

	AGENCY  
	 DIVISION    

	EVALUATION PERIOD     
	EVALUATION DATE     

	LIST OF ACCOMPLISHMENTS
	ACCOMPLISHMENT BENEFITS AND  AFFECTS

	
	

	
	

	
	

	
	

	COMMENTS:



	
	
	
	
	

	
	EMPLOYEE SIGNATURE
	
	DATE
	
	SUPERVISOR  SIGNATURE
	
	DATE
	


	STATE OF UTAH

UTAH NATIONAL GUARD - STATE EMPLOYEE 
SCORES



	NAME     
	EIN     

	AGENCY     
	DIVISION    

	

	SCORE
	GENERAL SCORE

	
	

	
	INDIVIDUAL SCORE

	
	

	
	TOTAL SCORE

	
	÷  2
	OVERALL AVERAGE SCORE
	=     

	

	
	
	Average Annual Score Summary

3.00 – 2.33 = Exceptional

2.32 – 1.67 = Successful

1.66 – 1.00 = Marginal

0.99 – 0.00 = Unsuccessful

* Employees must score an annual average of 1.67 or higher to be eligible for a Merit Increase.

	
	
	

	
	
	

	
	
	
	
	= 

	COMMENTS:


	
	EMPLOYEE SIGNATURE
	
	DATE
	
	SUPERVISOR SIGNATURE
	
	DATE
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