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Unsatisfactory 

 
Fair 

 
Good 

 
Superior 

 
Outstanding 

COOPERATION & ATTITUDE 
 Willingness to work 
harmoniously with others. 
Ability to accept 
constructive criticism or 
accept assignments willingly 

Difficult to work 
with. Uncooperative 
and rude. Attitude 
gets in the way of 
performance. 
Improvement 
required to retain job. 

Is reluctant to 
cooperate or resents 
correction. Slow to 
help others. Attitude 
hinders acceptable 
performance of job. 

Shows acceptable 
interest in work. 
Tries to cooperate. 
Agreeable. 
Complies with 
instructions. 

High degree of 
enthusiasm and 
interest. Applies extra 
effort. Quick to offer 
assistance. Works well 
with others. Attitude 
adds to greater 
performance of job. 

Always cooperative. High 
interest and enthusiasm in 
work. Goes out of way to 
help others. Attitude 
contributes to excellent 
performance of job. 

QUALITY OF WORK 
The actual work output of 
the employee in comparison 
with the job requirements. 

Rarely achieves 
required output. Slow 
worker. Does very 
little work. Wastes 
time. Improvement 
required to retain job. 

Does less than 
expected. Slow 
worker. Only meets 
minimum standards of 
job. Frequently behind 
schedule. 

Meets most job 
standards. Works at 
a steady, constant 
speed. Occasionally 
exceeds job 
standards. 

Works fast. Often 
exceeds requirements. 
Regularly produces 
more than required 
amounts of work. 

Exceptional speed and 
volume of output. 
Consistently exceeds 
requirements. Does more 
than expected. 

QUANTITY OF WORK 
The accuracy, completeness 
and neatness of work. 

Poor quality of work. 
Continually makes 
errors. Requires 
excessive checking 
and network. 
Improvement 
required to retain job. 

Only meets minimum 
requirements of the 
job. Somewhat 
careless. Inclined to 
make mistakes. Work 
barely acceptable. 

Work is generally 
complete and 
accurate. A careful 
worker. 

Frequently exceeds a 
minimum acceptable 
accuracy and neatness 
requirement. Very few 
errors. Carries out 
instructions well. 
Needs little 
supervision 

Work is exceptionally high 
quality. Errors are rare, 
high degree of accuracy 
and neatness. Work can be 
relied upon. Seldom needs 
supervision. 

INITIATIVE 
The ability to plan work and 
to go ahead with a job 
without  being  told every 
detail. 

Must be told or 
shown what to do. 
Handles only routine 
duties. Requires 
constant prodding to 
do work. 

Requires urging to 
either start or finish 
assignments. Waits for 
direction. Just getting 
by. 

Works without 
waiting for 
direction. Performs 
on time with normal 
supervision. 

Sees what needs to be 
done and proceeds 
with a minimum of 
help. Works well when 
given responsibility. 

Unusual drive and 
initiative. Seeks additional 
tasks. A self-starter. 

DEPENDABILITY 
Being relied upon and 
trusted to handle work 
assignments 

Cannot be counted on 
to handle 
assignments or 
follow instructions. 
Follow up is always 
needed. Improvement 
required to retain job. 

Usually needs follow 
up on work. Can be 
counted on 
occasionally. Needs 
reminder of 
responsibilities 

 Tries hard to get 
the job completed in 
alloted time frame. 
Generally follows 
instructions. 

Can be relied upon to 
get the job done. 
Consistently follows 
instructions. 

Always follows 
instructions. Listens well 
and completes assigned 
work. 

CUSTOMER SERVICE 
The ability to anticipate and 
meet customer needs. Use of 
strong human relations 
skills. 

Appears to place no 
value on serving 
others. Is not helpful. 
Poor interpersonal 
skills. Improvement 
is required to retain 
job. 

Needs prodding to 
assist and help others. 
Doesn’t always see the 
needs of others. 
Occasionally sensitive 
to others. 

Courteous to others, 
friendly, and warm. 
Helping attitude in 
assisting others. 

Frequently helpful to 
others.  Shows a 
genuine concern for 
satisfying others’ 
needs. 

Always shows sincerity 
and sensitivity towards 
others. Goes out of the way 
to assist others. 

APPEARANCE 
The employees personal 
grooming, attire and overall 
appearance. Adherence to 
the grooming standards for 
the job. 

Does not make an 
effort to keep up 
appearance. No pride 
in self. Poor hygiene 
habits. 

Occasionally looks 
neatly groomed. 
Hygiene and hair -care 
need improvement. 

Well-groomed. 
Good hygiene. Hair 
neatly styled. 

Takes pride and shows 
effort in appearance. 
Very good hygiene. 

Takes great pride in 
appearance. Always meets 
groomed standards. 

OVERALL 
Based on your evaluation in 
the previous sections of  
individual performance 
factors, rate the employee’s 
overall performance. 
Particular attention should 
be paid to factors that are 
most important to job 
performance. 

Performance does not 
meet minimum 
acceptable standards 
for the position. 
Performance is barely 
acceptable and the 
need for 
improvement is 
evident. 

Meets normally 
expected performance 
standards. Effort and 
result are 
representative of work 
that can be expected 
from a qualified and 
capable individual. 

Clearly above what 
is normally 
expected. Exceeds 
position 
requirements on 
most aspects of job. 
 
 
 
 

Consistently 
demonstrates 
outstanding 
performance in all 
areas of position 
responsibilities. 

 

 


