The Performance Review Document Explained
Page One: General Expectations 

This section contains general expectations that should be required of every employee (Employee completes their own review of their performance PRIOR to supervisor completing the review)

Page Two: Specific Projects/Goals/Areas of Improvement
This page is the place to list specific tasks or goals that the employee may be responsible for performing. It should include specific information regarding deadlines/dates or criteria needed to be successful such as certain steps to take to accomplish the goal. It may also include Goals or Areas of Improvement that will be listed for working on in the upcoming year. (Again, employee will rate self, then supervisor will rate employee).

Page Three: Accomplishments

This page is designated for employees to list specific accomplishments they have made during the year that may or may not be reflected in the Goals section. It can be something that was part of a goal that was done exceptionally well, or something unrelated that should be noted. Anything goes here as long as there is a description as to what benefit was gained from the accomplishment.

Page Four: Scoring

This page tabulates the individual section scores into an overall score for the employee:

3.00-2.33=Exceptional

2.32-1.67=Successful

1.66-1.00=Marginal

.99-0.00=Unsuccessful

Scoring

At the bottom of pages 1 and 2, calculate the number of points received by multiplying the number of rankings by the points value (i.e. 9 ratings of 2,  9x2=18, and 11 ratings of 3, 11x3=33) Add those scores together (18+33=51), then divide by the number of criteria used (i.e. page 1 has 20 criteria, 51 divided by 20=2.55).

Transfer each score to page 4. Page 1 is the General Score and Page 2 is the Individual Score, and then divide by 2 to receive the Overall Average Score.
Following the review, another document should be created to include any existing as well as new projects/goals/areas of improvement on Page Two that will be measured during the upcoming year.
Performance reviews must be completed by June 1, 2007 and turned in to Dora Collier, HRO for data entry/recording. 
