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  ROWAN COUNTY
Date Sent ________________________

Return By _______________________
Date Received ____________________
Reviewed by _____________________
Recommendation _________________
Human Resources Use Only

EMPLOYEE

PERFORMANCE

APPRAISAL

           EMPLOYEE NAME:        
           EMPLOYEE #:        
           POSITION:       
           DEPARTMENT:       
           EMPLOYMENT DATE:       
           APPRAISAL TYPE:       

         PERIOD OF REVIEW

         From         To       
         Date of Review:       
         Date of Conference with Employee:       
         Supervisor’s Name:       
__________________________________________________________________________________________

This Document Is Confidential And Subject To North Carolina General Statute 160-A-168

When Completed And Is Not A Matter of Public Record

__________________________________________________________________________________________

4/00

The supervisor and employee are to review the employee’s job description at the outset of the appraisal process, noting particularly those job functions, which are essential to the performance of the job.  The supervisor and the employee should keep the job description in mind throughout the appraisal process.

Performance Factor:  Job Knowledge                                                                           Rating       
0
UNSATISFACTORY

         FORMCHECKBOX 
Lacks sufficient working knowledge to function effectively in the job.  Frequently need instructions


in order to carry out job functions.

         FORMCHECKBOX 
Does not understand and/or follow established operating procedures.

         FORMCHECKBOX 
Does not understand how the job relates to other operations and when coordination with other staff


or units is needed.

1 NEEDS IMPROVEMENT

         FORMCHECKBOX 
Occasionally exhibits some lack of knowledge of the job, requiring some assistance in order to carry

out job functions.

         FORMCHECKBOX 
Occasionally does not understand and/or follow established operating procedures.

         FORMCHECKBOX 
Occasionally fails to understand how the job relates to other operations and when coordination with


other staff or units is needed.

2
PROFICIENT

        FORMCHECKBOX 
Exhibits satisfactory working knowledge of the job, requiring little assistance in order to carry out job

functions.

        FORMCHECKBOX 
Usually understands and follows established operating procedures.

        FORMCHECKBOX 
Usually understands how the job relates to other operations and when coordination with other staff


or units is needed.

3
OUTSTANDING

         FORMCHECKBOX 
Exhibits comprehensive and up-to-date knowledge of the job, rarely requiring assistance in order to


carry out job functions.

         FORMCHECKBOX 
Fully understands and follows established operating procedures.  Provides input to improve


procedures and expedite work.

         FORMCHECKBOX 
Clearly understands how the job relates to other operations within and outside the organization and


when coordination with other staff or units is needed.

Comments/Examples:       
Performance Factor:  Quality of Work                                                                         Rating       
0
UNSATISFACTORY

         FORMCHECKBOX 
First effort is usually unacceptable.  Work must always be checked for errors, neatness, and/or


incompleteness.

         FORMCHECKBOX 
Work frequently does not meet established standards of quality.


1
NEEDS IMPROVEMENT

         FORMCHECKBOX 
First effort is not consistently acceptable.  Work must usually be checked for errors, neatness, and/or 
completeness, and occasionally redone.

         FORMCHECKBOX 
Work occasionally does not meet established standards of quality.

2
PROFICIENT

         FORMCHECKBOX 
First effort is usually of acceptable quality.  Work does not need to be checked regularly and


infrequently requires correction.

         FORMCHECKBOX 
Work almost always meets established standards of quality.

3
OUTSTANDING

         FORMCHECKBOX 
First effort is consistently of the highest quality.   Work rarely needs to be checked and rarely


requires correction. 

         FORMCHECKBOX 
Work frequently exceeds the established standards of quality and is viewed as exemplary.

Comments/Examples:       
Performance Factor:  Productivity                                                                             Rating       
0
UNSATISFACTORY

         FORMCHECKBOX 
Amount of work completed is frequently not satisfactory for keeping the department operating


effectively and/or efficiently. 

         FORMCHECKBOX 
Individual and/or unit goals are usually not met.

1
NEEDS IMPROVEMENT

         FORMCHECKBOX 
Amount of work completed is not consistently satisfactory for keeping the department operating


effectively and/or efficiently.

         FORMCHECKBOX 
Individual and/or unit goals are occasionally not met.

2
PROFICIENT

         FORMCHECKBOX 
Amount of work completed is regularly satisfactory for keeping the department operating effectively


and efficiently.

         FORMCHECKBOX 
Sometimes asks for additional work when regular work is completed.

         FORMCHECKBOX 
Makes some effort to improve organizational and/or personal productivity.

         FORMCHECKBOX 
Goals are usually met.

3
OUTSTANDING

         FORMCHECKBOX 
Usually completes more work than required for keeping the department operating effectively and


efficiently.

         FORMCHECKBOX 
Typically asks for additional work when regular work is completed.

         FORMCHECKBOX 
Continually strives to improve organizational and/or personal productivity.  

         FORMCHECKBOX 
Goals are almost always met.

Comments/Examples:       
Performance Factor:  Initiative                                                                                      Rating       
0 UNSATISFACTORY

         FORMCHECKBOX 
Not a self-starter; usually needs to be told to start work.

         FORMCHECKBOX 
Usually puts forth minimum effort; does not look for things to do when assignments are completed.

         FORMCHECKBOX 
Avoids additional responsibilities.

         FORMCHECKBOX 
Exhibits little or no desire to improve or expand job knowledge.

         FORMCHECKBOX 
Usually apathetic about work, complains a lot about work, and occasionally causes decline in staff


morale.

1
NEEDS IMPROVEMENT

         FORMCHECKBOX 
Sometimes needs to be told to start work.

         FORMCHECKBOX 
Does just enough to get by; seldom looks for things to do when assignments are completed.

         FORMCHECKBOX 
Reluctant to accept additional responsibilities.

         FORMCHECKBOX 
Exhibits a limited willingness to improve or expand job knowledge.

         FORMCHECKBOX 
Exhibits minimal enthusiasm for work; occasionally complains about work.

2
PROFICIENT

         FORMCHECKBOX 
Usually starts work without being told.

         FORMCHECKBOX 
Diligent towards work; usually looks for things to do when assignments are completed.

         FORMCHECKBOX 
Sometimes seeks ways to improve job and/or unit performance.

         FORMCHECKBOX 
Willingly accepts additional responsibilities.

         FORMCHECKBOX 
Exhibits a desire to continue learning about the job and takes advantage of opportunities to improve


 or expand job knowledge.

         FORMCHECKBOX 
Exhibits enthusiasm for work most of the time; usually does not complain about work.

3
OUTSTANDING

         FORMCHECKBOX 
Always starts work without being told.

         FORMCHECKBOX 
Puts forth maximum effort; always looks for things to do when assignments are completed.

         FORMCHECKBOX 
Regularly seeks ways to improve job and/or unit performance.

         FORMCHECKBOX 
Requests new and additional responsibilities.

         FORMCHECKBOX 
Exhibits a desire to continue learning about the job and takes advantage of available opportunities. 

         FORMCHECKBOX 
Will search out opportunities to achieve this.

         FORMCHECKBOX 
Almost always exhibits enthusiasm for work; rarely complains about work.

Comments/Examples:       

 FORMTEXT 
     
Performance Factor:  Dependability                                                                               Rating       
0
UNSATISFACTORY

         FORMCHECKBOX 
Requires constant supervision and detailed instruction to perform work satisfactorily.

         FORMCHECKBOX 
Frequently does not complete assigned work or follow-up on work done.

         FORMCHECKBOX 
Frequently absent without supervisor’s approval.

         FORMCHECKBOX 
Frequently late to work or late returning from breaks and/or lunch, without supervisor’s approval.

1
NEEDS IMPROVEMENT

         FORMCHECKBOX 
Requires more than normal supervision and instruction to perform work satisfactorily.

         FORMCHECKBOX 
Occasionally does not complete assigned work or follow-up on work done.

         FORMCHECKBOX 
Occasionally absent without supervisor’s approval.

         FORMCHECKBOX 
Occasionally late to work or late returning from breaks and/or lunch, without supervisor’s approval.

2
PROFICIENT

         FORMCHECKBOX 
Usually requires only minimal supervision and instructions to perform work satisfactorily.

         FORMCHECKBOX 
Usually completes assigned work and follow-up on work done.

         FORMCHECKBOX 
Occasionally absent with supervisor’s approval.

         FORMCHECKBOX 
Usually prompt for work and returning from breaks and/or lunch; if late, it is with supervisor’s


approval.

3
OUTSTANDING

         FORMCHECKBOX 
Rarely requires supervision and instructions to perform work satisfactorily.

         FORMCHECKBOX 
Almost always completes assigned work and follow-up on work done.

         FORMCHECKBOX 
Rarely absent and only with supervisor’s approval.

         FORMCHECKBOX 
Almost always prompt for work and returning from breaks and/or lunch.

Comments/Examples:       
Performance Factor:  Flexibility                                                                                     Rating       
0
UNSATISFACTORY

         FORMCHECKBOX 
Usually resists change and is generally upset and uncooperative when faced with changes.

         FORMCHECKBOX 
Rarely accommodates changes in the work schedule.

         FORMCHECKBOX 
Cannot work under pressure.

1
NEEDS IMPROVEMENT

         FORMCHECKBOX 
Accepts change reluctantly and sometimes with difficulty.

         FORMCHECKBOX 
Occasionally accommodates changes in the work schedule, and usually with some reluctance.

         FORMCHECKBOX 
Work performance declines under pressure.

2
PROFICIENT

         FORMCHECKBOX 
Accepts change without difficulty; usually willing to try new approaches with a positive attitude.

         FORMCHECKBOX 
Usually accommodates changes in the work schedule.

         FORMCHECKBOX 
Usually works well under pressure.

3
OUTSTANDING

         FORMCHECKBOX 
Adjusts quickly to new situations; welcomes new situations positively and as a challenge.

         FORMCHECKBOX 
Readily accommodates changes in the work schedule.

         FORMCHECKBOX 
Works extremely well under pressure; remains calm and unflustered.

Comments/Examples:       
Performance Factor:  Communication                                                                         Rating       
0
UNSATISFACTORY

         FORMCHECKBOX 
Usually does not exhibit effective listening skills, frequently resulting in a failure to follow instructions.

         FORMCHECKBOX 
Has difficulty presenting ideas in conversation with others.

         FORMCHECKBOX 
Does not express thoughts clearly in written form.  Written work must always be checked, and often


requires correction.

         FORMCHECKBOX 
Inadequate communication frequently causes problems.

1 NEEDS IMPROVEMENT

         FORMCHECKBOX 
Does not consistently exhibit effective listening skills, sometimes resulting in a failure to follow


instructions.

         FORMCHECKBOX 
Sometimes has difficulty presenting ideas in conversation with others.

         FORMCHECKBOX 
Written communications are not consistently clear.  Written work generally needs to checked and


occasionally corrected.

         FORMCHECKBOX 
Inadequate communication occasionally causes problems.

2
PROFICIENT

        FORMCHECKBOX 
Usually exhibits effective listening skills and follows instructions.

        FORMCHECKBOX 
Ideas are usually presented effectively in both one-on-one and group situations.

        FORMCHECKBOX 
Written communications are clear, concise and correct.  Minimal rewriting infrequently required.

        FORMCHECKBOX 
Inadequate communication usually does not cause problems.

3 
OUTSTANDING

        FORMCHECKBOX 
Exhibits very effective listening skills and always follows instructions.

        FORMCHECKBOX 
Ideas are almost always presented effectively in both one-on-one and group situations.

        FORMCHECKBOX 
Demonstrates strong writing skills.  Wording is always clear, concise, and appropriate for the


situation. 

        FORMCHECKBOX 
Inadequate communication rarely causes problems.


Comments/Examples:       
Performance Factor:  Working Relationships                                                               Rating       
0
UNSATISFACTORY

         FORMCHECKBOX 
Frequently does not assist others as required or when assistance is obviously needed.

         FORMCHECKBOX 
Frequently disrupts the work of others.

         FORMCHECKBOX 
Usually does not accept suggestions, or supervision without complaint.

         FORMCHECKBOX 
Does not work with the supervisor and other members of the work group to build an effective team.

         FORMCHECKBOX 
Personal contact with others, staff or public, is frequently discourteous and/or unhelpful. 

         FORMCHECKBOX 
Problems in working relationships, with staff or public, must usually be resolved through intercession


of a higher authority.

1
NEEDS IMPROVEMENT

         FORMCHECKBOX 
Occasionally does not assist others as required or when assistance is obviously needed.

         FORMCHECKBOX 
Occasionally disrupts the work of others.

         FORMCHECKBOX 
Sometimes unwilling to accept suggestions or supervision without complaint.

         FORMCHECKBOX 
Does not consistently participate as a cooperative team player.

         FORMCHECKBOX 
Personal contact with others, staff or public, is not always courteous and/or helpful.

         FORMCHECKBOX 
Problems in working relationships, with staff or public, must occasionally be resolved through


intercession of a higher authority.

2
PROFICIENT

        FORMCHECKBOX 
Almost always willing to assist others as required; usually volunteers to help when it is obviously


needed.

        FORMCHECKBOX 
Usually does not disrupt unnecessarily the work of others.

        FORMCHECKBOX 
Usually accepts suggestions or supervision without complaint.

        FORMCHECKBOX 
Almost always participates as a cooperative team player.

        FORMCHECKBOX 
Personal contact with others, staff or public, is almost always courteous and helpful.

        FORMCHECKBOX 
Problems in working relationships, with staff or the public, are usually resolved without the


intercession of a higher authority.

3
OUTSTANDING

         FORMCHECKBOX 
Always willing to assist others as required; almost always volunteers to help when it is obviously


needed.

         FORMCHECKBOX 
Does not disrupt unnecessarily the work of others.

         FORMCHECKBOX 
Readily accepts suggestions or supervision without complaint.

         FORMCHECKBOX 
Always participates as a cooperative team player and strives to encourage cooperation.

         FORMCHECKBOX 
Personal contact with others, staff or public, is always courteous and helpful and frequently


demonstrates the desire to go the “extra mile.”

         FORMCHECKBOX 
Issues with staff or the public, are almost always resolved without the intercession of a higher


authority.  Demonstrates a sincere desire to resolve the problem.

Comments/Examples:       
Performance Factor:  Decision Making                                                                         Rating       
0
UNSATISFACTORY

         FORMCHECKBOX 
Frequently fails to follow appropriate policies, procedures, or guidelines.

         FORMCHECKBOX 
Often unable to reach a timely decision on action to be taken or recommended.

         FORMCHECKBOX 
Usually fails to evaluate and develop appropriate solutions to problems.

         FORMCHECKBOX 
Usually fails to utilize available resources to aid in decision making.

         FORMCHECKBOX 
Frequently attempts to make decisions that are not appropriate for the position.

         FORMCHECKBOX 
Frequently does not take responsibility for actions; quick to makes excuses and/or “passes the buck.”

1
NEEDS IMPROVEMENT

         FORMCHECKBOX 
Occasionally fails to follow appropriate policies, procedures, or guidelines.

         FORMCHECKBOX 
Occasionally unable to reach a timely decision on action to be taken or recommended.

         FORMCHECKBOX 
Does not consistently evaluate and develop appropriate solutions to problems.

         FORMCHECKBOX 
Does not consistently utilize available resources to aid in decision making.

         FORMCHECKBOX 
Sometimes attempts to make decisions that are not appropriate for the position.

         FORMCHECKBOX 
Occasionally does not take responsibility for actions; sometimes makes excuses and/or “passes the


buck.”

2
PROFICIENT

         FORMCHECKBOX 
Usually follows appropriate policies, procedures, and guidelines.

         FORMCHECKBOX 
Usually able to reach a timely decision on action to be taken or recommended.

         FORMCHECKBOX 
Usually effective in evaluating and developing practical solutions to problems.


         FORMCHECKBOX 
Usually utilizes available resources to aid in decision making.

         FORMCHECKBOX 
Usually knows when decisions should be made at a higher level and acts accordingly.

         FORMCHECKBOX 
Usually accepts responsibility for actions; does not make excuses nor “passes the buck.”

         FORMCHECKBOX 
Occasionally advances innovative, imaginative solutions to problems; may take some reasonable risk


to achieve goals.

3
OUTSTANDING

         FORMCHECKBOX 
Almost always follows appropriate policies, procedures, and guidelines.

         FORMCHECKBOX 
Almost always able to reach a timely decision on action to be taken or recommended.

         FORMCHECKBOX 
Demonstrates excellent insight into problems as well as remarkable ability to develop practical


solutions to problems.

         FORMCHECKBOX 
Always utilizes available resources to aid in decision making.

         FORMCHECKBOX 
Almost always knows when decisions should be made at a higher level and acts accordingly.

         FORMCHECKBOX 
Always accepts responsibility for actions; never makes excuses nor  “passes the buck.”

         FORMCHECKBOX 
Frequently advances innovative, imaginative solutions to problems; will take some reasonable risk to


achieve goals.

Comments/Examples:       
Performance Factor:  Planning and Organizing Work                                                Rating       
0
UNSATISFACTORY

         FORMCHECKBOX 
Usually does not plan and organize time and tasks.

         FORMCHECKBOX 
Considerable time is usually wasted, frequently causing inefficiency in the work unit.

         FORMCHECKBOX 
Frequently has difficulty meeting deadlines.

         FORMCHECKBOX 
Usually fails to utilize supplies, equipment, and/or other resources efficiently.


1
NEEDS IMPROVEMENT

         FORMCHECKBOX 
Does not consistently plan and organize time and tasks.

         FORMCHECKBOX 
Occasionally wastes time, resulting in some inefficiency in the work unit.

         FORMCHECKBOX 
Occasionally has difficulty meeting deadlines.

         FORMCHECKBOX 
Occasionally fails to utilize supplies, equipment, and/or other resources efficiently.

2
PROFICIENT

         FORMCHECKBOX 
Usually plans and organizes time and tasks.

         FORMCHECKBOX 
Usually uses time efficiently.

         FORMCHECKBOX 
Meets deadlines most of the time.

         FORMCHECKBOX 
Utilizes supplies, equipment and/or other resources efficiently most of the time.

         FORMCHECKBOX 
Occasionally suggests ways to improve individual, and /or unit efficiency.

3
OUTSTANDING

         FORMCHECKBOX 
Almost always organizes time and tasks.

         FORMCHECKBOX 
Almost always uses time efficiently.

         FORMCHECKBOX 
Rarely misses deadlines.

         FORMCHECKBOX 
Utilizes supplies, equipment and/or other resources efficiently all of the time.

         FORMCHECKBOX 
Regularly suggests ways to improve individual and/or unit efficiency.

Comments/Examples:       
Performance Factor:  Safety and Housekeeping                                                           Rating       
0
UNSATISFACTORY

         FORMCHECKBOX 
Frequently fails to practice safe work habits; must often be reminded of safety rules.

         FORMCHECKBOX 
Generally unobservant and fails to report unsafe conditions.

         FORMCHECKBOX 
Exhibits little or no concern for workplace appearance; frequently fails to maintain a neat and orderly 
workplace.

1
NEEDS IMPROVEMENT

         FORMCHECKBOX 
Sometimes fails to practice safe work habits; occasionally must be reminded of safety rules.

         FORMCHECKBOX 
Not consistently observant and sometimes fails to report unsafe conditions.

         FORMCHECKBOX 
Exhibits minimal concern for workplace appearance; does not consistently maintain a neat and orderly

            workplace.

2
PROFICIENT

         FORMCHECKBOX 
Usually observes safe work habits; never needs to be reminded of safety rules.

         FORMCHECKBOX 
Usually observant and reports unsafe conditions promptly.

         FORMCHECKBOX 
Usually encourages fellow employees to be safety conscious.

         FORMCHECKBOX 
Usually recommends ways to make work environment safer and performance of duties more risk


free.

         FORMCHECKBOX 
Usually maintains a neat and orderly workplace.

3
OUTSTANDING

         FORMCHECKBOX 
Always observes safe work habits; never needs to be reminded of safety rules.

         FORMCHECKBOX 
Always observant, and reports unsafe conditions promptly.

         FORMCHECKBOX 
Frequently encourages fellow employees to be safety conscious.

         FORMCHECKBOX 
Frequently recommends ways to make work environment safer and performance of duties more risk


free.

         FORMCHECKBOX 
Almost always maintains a neat and orderly workplace.

Comments/Examples:       
TOTAL RATING:       
DEVELOPMENT / REMEDIAL ACTIVITIES
Note actions which the supervisor and employee have agreed upon to develop and improve further or correct the employee’s work

performance.  Also note actions to be taken by the supervisor to assist the employee in improving work performance.

     
SUPERVISOR’S SUMMARY COMMENTS



                                                                       _______________________________________

        
                                                                                 Supervisor’s Signature / Date

DEPARTMENT DIRECTOR’S COMMENTS



                                                                           _______________________________________

                                                                                       Department Director’s Signature / Date

EMPLOYEE’S COMMENTS

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________                                                                           







      _______________________________________

                                                                                             Employee’s Signature / Date

Insert extra page if needed for additional comments.
MERIT / PROBATIONARY RECOMMENDATIONS
_________________________________________________________________________________________________________________

This section is to be completed by the Department Director for merit or probationary status recommendation.

_________________________________________________________________________________________________________________

MERIT RECOMMENDATION (is dependent upon availability of Budgeted Funds)

 FORMCHECKBOX 

Eligible for consideration of a merit increase.


Qualification: A minimum rating of 26; must not have any performance ratings below PROFICIENT.

 FORMCHECKBOX 

Not eligible for a merit increase – Rating less than 26

Total rating of less than 21 or a rating with one or more UNSATISFACTORY or NEEDS IMPROVEMENT ratings requires
action -  Supervisor and employee must develop and implement a plan of action which will enable the employee to improve work


performance to a minimum rating of PROFICIENT for each performance factor within a defined time period  not to exceed six


months.  Failure to accomplish satisfactorily the plan of action within the appointed time period may result in disciplinary action.

________________________________________________________________________________________________________________

PROBATIONARY STATUS RECOMMENDATION

 FORMCHECKBOX 

Satisfactory completion of initial probationary period: recommend regular status.

Qualification: Minimum rating of 21.  Employee may have a performance rating of NEEDS IMPROVEMENT on one 

factor, but no ratings of UNSATISFACTORY.

 FORMCHECKBOX 

Unsatisfactory completion of probationary period: terminate employment or other appropriate action as stated for a probationary


employee.

Qualification:  Rating below 21 or one or more factors rated UNSATISFACTORY or two or more NEEDS 

IMPROVEMENT.


Action:   FORMCHECKBOX 
  Extend probationary period  (not to exceed three months)*

        From        to        

              FORMCHECKBOX 
 Terminate employment*


              FORMCHECKBOX 
 Other*

*This action requires approval of the Department Director and the Human Resources Director.

_______________________________________________________                       

        Department Director                               
Date                              
   

_________________________________________________________________________________________________________________

________Probationary recommendation approved


______Probationary recommendation modified, or denied

Comments:________________________________________________________________________________________________________

_________________________________________________________________________________________________________________

_______________________________________________________                       

        Human Resources Director                               Date                              
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