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Performance Evaluation & Feedback System

Completed formally with Supervisor 3 times per year used in conjunction with role description and job expectations documents.

Employee Name:




Reports To:

Employee Job Title:



Dept/Location:



TRIMESTER

Company Vision, Direction and Core Values

□□□ Superior




□□□ Excellent




□□□ Meets Standard



□□□ Below Standard


□□□ Unacceptable

TRIMESTER 

Leadership

□□□ Superior




□□□ Excellent




□□□ Meets Standard



□□□ Below Standard


□□□ Unacceptable




TRIMESTER 

Quality

□□□ Superior




□□□ Excellent




□□□ Meets Standard



□□□ Below Standard


□□□ Unacceptable


TRIMESTER 

Job Specific Performance Measurements

□□□ Superior




□□□ Excellent




□□□ Meets Standard



□□□ Below Standard


□□□ Unacceptable

TRIMESTER 

Employee Specific Training Plan (See Attachment for Training plan)
□□□ Superior




□□□ Excellent




□□□ Meets Standard



□□□ Below Standard


□□□ Unacceptable

Personal Goals and Skill Development:



   Trimester 1    Trimester 2   Trimester3
	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Performance and Feedback Review Comments:



Performance and Feedback Review Signatures:

Employee Signature:

Trimester # 1 ______________________ Date __________





Trimester # 2 ______________________ Date __________





Trimester # 3 ______________________ Date __________


Supervisors Signature: 
Trimester # 1 ______________________ Date __________





Trimester # 2 ______________________ Date __________





Trimester # 3 ______________________ Date __________


Final Overall Yearly Rating

Please rate the employees overall rating based on the total performance for the year, not an average.

Employees Signature ___________________________________ Date____________

Supervisors Signature ___________________________________Date____________

Attachment # 1

Training Plan for Employee:

Objectives of Training plan for Employee:

1.

2.

3.

4.

5.

Completed in

Training Activity/Description




   Trimester 1    Trimester 2   Trimester3
	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employee understands an embraces the company vision, and is focused on customer service.  The employee demonstrates a strong feel for the company direction, company mission, and core values by:  Contributing in discussions, submits ideas to improve company, has shown integrity, honesty, open communication, willingness to exceed the customers expectations, an industrious and strong work ethic, a willingness to serve others first, a deep respect for others, and personal and professional integrity.





Employee has demonstrated a desire to take action to solve problems.   Employee shows desire to be accountable for results, and has a bias to action, especially when it comes to satisfying customers.  The employee has an understanding of how others perceive them, and supports others on the team.  Employee demonstrates a mentoring relationship with others, and works to develop others in the organization even when not asked to do so.  Employee demonstrates a positive mental attitude all the time. 


 





Employee meets or exceeds quality standards set by the company and for the job description and position expectations.  Employee sets a higher standard than the customer, and maintains a high level of quality.  Employee always turns in paperwork in a neat, concise, and timely manner.  Employee is on time to work or job site, and reinforces with others on the team, the importance of high quality standards everywhere in the company.





Employee meets or exceeds minimum targets for the position.  Customer Satisfaction


Revenues, Margins, Callbacks, Service Agreements, Accessory Sales, Quality audits, Service Calls, etc…





Manager inserts Performance criteria by job





Employee understands their personal commitment to training is essential for their development in Air Solutions.  Employee has strong desire to continue to learn and grow.  Employee has demonstrated a positive mental attitude towards learning.  The employee is dedicated to lifetime learning and actively solicits training beyond the company-training plan.  The employee continually upgrades their skill sets to become more effective and productive.





Trimester # 1 ________________________________________________________________ ______________________________________________________________________________________________________________________________________________________ 








Trimester # 2 ________________________________________________________________ ______________________________________________________________________________________________________________________________________________________ 








Trimester # 3 ________________________________________________________________ ______________________________________________________________________________________________________________________________________________________ 











ACME Inc. Performance Appraisals and Feedback System


