RED-INC Performance Assessment
Use the “Tab” key to navigate


Employee Name:       



Job Title:       
Team Lead/Manager:       



Employee Number:       

Review Period:   1/1/2021 - 12/31/2021  

 

Date of Hire:       
	Type of Review:     FORMCHECKBOX 
   Annual



The purpose of conducting the Performance Appraisal is to develop better communication between employee and Team Lead/Manager, improve quality of work, increase productivity, and promote employee development. The Team Lead/Manager should appraise the employee’s overall performance primarily on whether the employee’s performance produced the desired results in each of the principle accountabilities on the job during the performance period.

Purpose

5 – Outstanding - Performance is exceptional in all areas and is recognizable as being far superior to others.

4 – Exceeds Expectations - Results clearly exceed most position requirements. Performance is of high quality and is achieved on a consistent basis.

3 – Meets Expectations - Competent and dependable performance. Meets the performance standards of the job.
2 – Improvement Needed - Performance is deficient in certain areas. Improvement is necessary.

1 – Unsatisfactory - Results are generally unacceptable and require immediate improvement. No merit increase should be granted to individuals with this rating.

N/A – Not Applicable or Not Observed.

Goal #1:       
Result #1:       
Goal #2:       
Result #2:       
Goal #3:       
Result #3:      

Job/Technical Knowledge:  Possesses and demonstrates a thorough understanding and working knowledge of all phases of the job, including the various techniques and skills necessary for efficient completion of all tasks.  Remains up to date on changes/trends in technical knowledge related to job.

 FORMCHECKBOX 
Outstanding  FORMCHECKBOX 
Exceeds Expectations  FORMCHECKBOX 
Meets Expectations  FORMCHECKBOX 
Improvement Needed  FORMCHECKBOX 
Unsatisfactory  FORMCHECKBOX 
N/A
Specific Examples/Comments:            
Teamwork/Communication:  Demonstrates ability to establish and maintain effective relationships both internally and externally. Effectively conveys and receives ideas, information, and direction both written and oral. Willing to cooperate and be flexible when working with co-workers, subordinates and management to complete jobs. Treats all employees and customers with dignity and respect.
 FORMCHECKBOX 
Outstanding  FORMCHECKBOX 
Exceeds Expectations  FORMCHECKBOX 
Meets Expectations  FORMCHECKBOX 
Improvement Needed  FORMCHECKBOX 
Unsatisfactory  FORMCHECKBOX 
N/A

Specific Examples/Comments:               
Planning and Organization:  Plans effectively to produce required volume to meet production/department goals, utilizes appropriate resources, meets or exceeds deadlines without jeopardizing quality, seeks opportunities to increase productivity and/or eliminate waste, and is able to re-prioritize as required to meet new/changing demands.  Carries out work assignments and tasks within budget.

 FORMCHECKBOX 
Outstanding  FORMCHECKBOX 
Exceeds Expectations  FORMCHECKBOX 
Meets Expectations  FORMCHECKBOX 
Improvement Needed  FORMCHECKBOX 
Unsatisfactory  FORMCHECKBOX 
N/A

Specific Examples/Comments:            
Adherence to Company Policy/Safety:  Properly interprets and applies company, department and job policies and guidelines. Maintains a clean safe work area and wears appropriate PPE as required.

 FORMCHECKBOX 
Outstanding  FORMCHECKBOX 
Exceeds Expectations  FORMCHECKBOX 
Meets Expectations  FORMCHECKBOX 
Improvement Needed  FORMCHECKBOX 
Unsatisfactory  FORMCHECKBOX 
N/A

Specific Examples/Comments:            
Problem Solving and Decision Making:  Demonstrates ability to make sound and proper decisions by defining the issue, diagnosing the problem, analyzing the cause(s), and drawing on professional expertise, as well as internal and external resources to make recommendations or solutions with minimal negative effect on departmental/company goals and employee relations. Employee demonstrates willingness to take ownership and responsibility for decisions made.

 FORMCHECKBOX 
Outstanding  FORMCHECKBOX 
Exceeds Expectations  FORMCHECKBOX 
Meets Expectations  FORMCHECKBOX 
Improvement Needed  FORMCHECKBOX 
Unsatisfactory  FORMCHECKBOX 
N/A

Specific Examples/Comments:            
	Review Of Performance

           

          
     
 FORMCHECKBOX 
Outstanding  FORMCHECKBOX 
Exceeds Expectations  FORMCHECKBOX 
Meets Expectations  FORMCHECKBOX 
Improvement Needed  FORMCHECKBOX 
Unsatisfactory

   Goal #1:       
   Goal #2:       
   Goal #3:       



	By signing this form, you confirm that you have discussed this review in detail with your Manager. 
Signing this form does not necessarily indicate that you agree with this evaluation.
I,      ,acknowledge receipt of this review and that my signature does not necessarily indicate agreement.

	
	

	Employee Signature
	Date

	
	

	Team Lead/Manager Signature
	Date
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