	Company Name
	Non-Exempt Performance Review


	Employee Name: 
	Employee No.: 
	Department: 

	Supervisor/Manager:
	Last Review Date: 

	Job Title: 
	Current Review Date: 


	Describe the Job Duties, Goals, and Responsibilities for the Review Period:



	Summarize the Performance Results.  Indicate Whether the Goals Were Exceeded, Achieved, or Not Met




	Evaluate and describe performance and how work was accomplished.  Indicate "NA" if the performance factor does not apply to this position.  Sub-headings are suggested criteria and not intended to be all inclusive.  Comment areas should be used for explanation and description of strengths and areas for development.

	QUALITATIVE FACTORS:
	COMMENTS:

	· Accuracy of work

· Thoroughness of assignments, processes, maintenance, etc.
	

	
	RATING:

	PRODUCTIVITY:
	COMMENTS:

	· Completion of assignments in time allocated or less.

· Quantity of acceptable work produced such as numbers of tasks, reports, etc.

· Increasing work pace.
	

	
	RATING:

	WORK ORGANIZATION AND PLANNING:
	COMMENTS:

	· Effectively schedules time.

· Effectively prioritizes assignments and avoids crises.

· Documents and files information for further reference.
	

	
	RATING:

	ADMINISTRATION:
	COMMENTS:

	· Keeping accurate records and insuring that follow-up is made.

· Processing paperwork promptly, accurately, and with attention to detail.

· Documenting actions

· Expense and budget tracking
	

	
	RATING:

	ORGANIZATIONAL AND TEAM RELATIONSHIPS:
	COMMENTS:

	Responding favorably to suggestions.

Keeping manager and others advised.

Effectiveness and participation in the work team.
	

	
	RATING:

	
	


	COMMUNICATION SKILLS:
	COMMENTS:

	· Writing reports, letters, and memos.

· Presenting ideas and listening skills.

· Skillfully dealing with other employees.
	

	
	RATING:

	RELIABILITY AND PUNCTUALITY:
	COMMENTS

	· Is reliable and responsible in attendance.

· Displays flexible hours to meet deadlines.
	

	
	RATING:

	TECHNICAL APPLICATION:
	COMMENTS:

	· Fully using job relevant technical skills.

· Maintaining and updating knowledge of equipment and machinery.

· Keeping informed of current technical approaches relevant to the job.
	

	
	RATING:

	PROBLEM SOLVING AND DECISION MAKING:
	COMMENTS:

	· Selecting optimal solutions to problems.

· Weighing alternatives before making decisions.

· Presenting alternatives when proposing courses of action.

· Consulting opinions of others when appropriate.
	

	
	RATING:

	OTHER CATEGORY:
	COMMENTS:




	Future Goals and Performance Development Objectives:



	Summary of Overall Performance:

Overall Rating:

	Employee Comments:




Signatures:

	
	
	

	Employee 
	
	Date

	
	
	

	Manager 
	
	Date

	
	
	

	Human Resources
	
	Date


