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Employee Performance Report ~ Facilities Operations

This report should be the basis for a meaningful two-way discussion.  Examples, quantitative data and comments are helpful whenever possible.  Attach additional sheets, descriptions or other information as needed.

NAME:  







  DEPARTMENT:  






DATE EMPLOYED:  ____________
   RATING PERIOD:_______________ 
SUPERVISOR:  __________


Codes: A=Exceeds Job Requirements   B=Meets Job Requirements   C=Needs Improvement   D=Unacceptable

Safety




A

B

C

D

Comments:___________________________________________________________________________________________________________________________________________________________________________


Quality of Work



A

B

C

D




Comments:______________________________________________________________________________________________________________________________________________________________
Quantity of Work



A

B

C

D



Comments:____________________________________________________________________________________________________________________________________________________________________________

Following Instructions


A

B

C

D



Comments:______________________________________________________________________________________________________________________________________________________________

Attitude Toward Work/University

A

B

C

D



Comments:____________________________________________________________________________________________________________________________________________________________________________

Work Productively with Others

A

B

C

D



Comments:____________________________________________________________________________________________________________________________________________________________________________

Attendance/Punctuality


A

B

C

D



Comments:____________________________________________________________________________________________________________________________________________________________________________

Overall Rating and comments:  












__________________________________________________________________________________________________________________________________________________________________________________
_____________________________________________________________________________________

___



|__   





Reviewer’s Signature


   Date




This performance report has been reviewed with me: __________________________________ 
Date__________________






Employee Signature

Employee Comments:________________________________________________________________________________
____________________________________________________________________________________________
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