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Employee Performance Feedback Guide
Employee:       
Position:       
Department:       
Supervisor:       
Date:       
Feedback Dates:  From       To      


Needs
Meets
Exceeds


Unacceptable
Improvement
Expectations
Expectations
Quality/Quantity of Work – Consider neatness, accuracy, and amount of work produced:
         FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

Comments:      
Attendance – Consider absenteeism and tardiness:




         FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

Comments:      
Communication – Consider ability to establish/maintain productive work relationships with others:       FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

Comments:      
Customer Service – Consider responsiveness to customer needs:


         FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

Comments:      
Knowledge of Work – Consider how well the employee possesses the knowledge

necessary to perform the work:






           FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

Comments:      
Dependability – Consider extent of accountability to assigned tasks and degree of 

supervision required:







           FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

Comments:      
Initiative – Consider willingness to assume responsibility:




         FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

Comments:      
Adaptability – Consider adjustment to changes, work assignments, and ability to learn new duties:        FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

Comments:      
Problem Solving – Consider ability to resolve problems and complaints: 


         FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

Comments:      
Organizational Skills – Consider work flow organization and ability to set priorities: 

         FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

Comments:      
Additional Performance Factor:      
         FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

Comments:      
Leadership – Consider effectiveness in getting employee(s) to accomplish objectives, 

follow methods, and accept direction.  Rate only employees with supervisory responsibilities.
         FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

Comments:      
OVERALL RATING:







         FORMCHECKBOX 


 FORMCHECKBOX 

   FORMCHECKBOX 

      FORMCHECKBOX 

[image: image2.png]DOANE ' COLLEGE




Employee Performance Feedback Guide

(cont’d)

Goals for Next Review (may attach with comments):      
------------------------------------------------------------------------------------------------------------------------------------------------------------------

Evaluator Comments: (may attach additional comments and goals)      
Evaluator’s Signature                                                                                                                          Date     
Employee’s Remarks:



Comments: (may attach additional comments and goals)      
Employee’s Signature                                                                                                                          Date     
Signature Denotes Discussion Occurred

