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Waccamaw Economic Opportunity Council, Inc. 
Performance Evaluation 

 
Name: _______________________________Job Title: __________________________ 
 
Time Period Covered: ____________________ Program: _____________________ 
 

Type of Evaluation:      Annual   Introductory  Other __________ 
 
Instructions: Check the box which describes the performance of the individual being appraised.  This 
appraisal should focus on results achieved.  Performance at either below or above the satisfactory level 
should receive additional comments in the space provided.  Evaluate only factors applicable to the job. 

  

Outstanding: 
Distinguished 
Performance 

Exceeds Standards: 
Commendable 
Performance 

Met Standards: 
Satisfactory 
Performance 

Partially Met 
Standards: 

Marginal 
Performance 

Failed to Meet 
Standards: 

Unsatisfactory 

1. Quality of 
Work includes 
accuracy, thorough 
neat, pays attention 
to detail and 
workmanship. 

5.   Produces 

Outstanding precise, 
neat, accurate work to 
highest quality 
standards. 

4.   Produces high 

quality accurate 
work. Seldom makes 
a mistake. 

3.   Work is 

acceptable.  
Usually accurate. 
Conscientious 
about quality. 

2.   Produces 

work of marginal 
quality which often 
contains errors.  
Careless, 
inconsistent. 

1.   Produces a 

poor quality of 
work.  Work has 
frequent errors. 
Someone must 
always check 
work. 

Comments: 

          
2. Volume of 
Work - Quantity 
of work. 

5.   Consistently 

turns out a superior 
volume of work. 

4.   Frequently 

turns out more than 
normal quantity of 
work.  Looks for 
work when task is 
completed. 

3.   Regularly 

turns out 
satisfactory 
volume of work. 
Consistent 
performance. 

2.   Minimum 

performance of job 
responsibilities.  
Often work turns 
out less that desired 
amount of work. 

1.   Very slow 

worker. Erratic 
work performance 
wastes work time. 

Comments: 

          

3. Job Duties:           
 
 See Job Description 

5.   Outstanding -Detailed knowledge and superior completion of task (within guidelines according to policies and procedures) 

4.   Exceeds Standards - Good knowledge of task (within guidelines according to policies and procedures) 

3.   Met Standard - Satisfactory handling of the task (within guidelines according to policies and procedures) 

2.   Partially met standard - marginal (within guidelines according to policies and procedures) 

1.   Failed to Meet Standard - unsatisfactory handling of task. (within guidelines according to policies and procedures) 
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4. Job Knowledge 
(Needed to perform 
job) 

5.   Outstanding –

broad and detailed 
knowledge of all phases 
of job. 

4.   Very good 

knowledge of job. 
Seldom needs to ask 
supervisor about how 
to do the job. 

3.    Possess 

skills and 
knowledge to 
handle routine 
duties effectively. 
Good job 
knowledge. 

2.   Often has to 

ask supervisor or 
coworkers about 
how to do routine 
duties. Marginal 
job knowledge. 
Requires 
improvement in 
many areas. 

1.    Lacks 

knowledge to 
perform the job. 
Has difficulty 
performing work. 
Requires major 
improvements in 
critical job areas. 

Comments:         

5. Work Effort & 
Initiative 5.   Superior 

initiative and follow 
through. Innovative and 
resourceful in solving 
work problems in 
outstanding manner.  
Often completes 
assignments ahead of 
schedule. 

4.    Diligent work 

habits. Very good 
initiative and follow 
through.  Makes or 
suggests 
improvements.  
Accepts change 
easily. Assignments 
sometime completed 
ahead of schedule. 

3.   Follows 

designated task 
through to 
completion.  
Adapts readily to 
changing 
conditions. 
Sometimes 
anticipates 
problems. 

2.  Requires 

extra supervision to 
finish tasks. 
Reluctantly accepts 
new ideas. Rarely 
anticipates 
problems. Has 
problems 
completing tasks 
on time. 

1.   Needs 

constant 
supervision to start 
and complete 
tasks.  Rarely 
makes an 
improvement.  
Tied to an idea.  
Almost never 
looks ahead. 
Usually finishes 
tasks late if at all. 

Comments: 
 
 
 

          

6. Following 
Policies & 
Procedures 

5.    Uses 

outstanding judgment 
and has excellent 
understanding and 
adherence to policies 
and procedures. 

4.   Uses very 

good judgment. 
Rarely requires 
correction on policies 
and procedures. 

3.    Uses good 

judgment 
following policies 
and procedures. 
Infrequently 
requires 
correction. 

2. 
 Occasionally 

requires guidance 
and correction on 
following rules 
and regulations. 

1.   Requires 

frequent correction 
on adherence to 
rules and 
regulations. 

Comments:           

        
7. Teamwork and 
Cooperation with 
Others 
(Effectiveness in 
working with 
others) 

5.    Eager and 

willing to work with 
and help others. 
Outstanding team 
worker. 

4.   Gets along 

with most people. 
Quick to help others. 
Excels in gaining 
cooperation. 

3.   Works 

willingly with 
others. Good at 
achieving 
cooperation. 

2.  

 Occasionally 

difficult to work 
with. Will help 
when asked, 
although 
sometimes 
grudgingly. 
Occasionally 
antagonistic. 

1.    Causes 

friction among 
workers. 
Antagonistic. 
Tends to gripe and 
argue. Not a team 
member. Does not 
help others. 

Comments:           

        
8. Attendance & 
Punctuality 
(Faithfulness in 
coming to work 
daily and 
conforming to work 
hours) 

5.    Excellent 

attendance. Always 
punctual. 

4.   Very good 

attendance. Rarely 
absent or tardy. 
Always has good 
reason for being 
absent or tardy. 

3.  Occasionally 

absent or tardy. 
Usually has a good 
explanation.  
Makes an effort to 
improve. 

2.   Significant 

use of sick leave. 
Irregular 
attendance. 
Abuses break 
privileges. Many 
questionable 
absences. 

1.   Chronic 

absentee and 
frequently reports 
late for work. 
Significant abuses 
of break 
privileges. 

Comments:           
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9. Serving the 
Clients, Public, 
Community 

5.   Courteous and 

effective when dealing 
with the client and the 
public. Exceptional 
ability for client and 
public relations and 
diplomatically dealing 
with the client and 
public. 

4.   Pleasant and 

helpful when dealing 
with the client and 
public. 

3.  Good 

relations with 
client and public.  
Generally 
courteous and 
effective. 

2.  

 Occasionally 

discourteous when 
working with the 
client and public. 
Sometimes 
difficulty dealing 
with the public. 

1.   Frequent 

problems dealing 
with the client and 
public. 

Comments:           

        

            
10. Conduct 
(Composure, 
reliability while 
under work related 
stress)   
Professionalism 
(the skill, 
competence, or 
character expected 
of member of a 
highly trained 
profession) 

5.    Very good 

performer when under 
stressful situations.   
Maintains 
professionalism at the 
highest level. 

4.     Rarely loses 

composure. Stable & 
consistent. Maintains 
professionalism most 
of the time. 

3.   Usually 

remains calm and 
effective while 
under stressful 
conditions. 
Becomes irritated 
on occasion. 
Usually maintains 
professionalism. 

2.   Sometimes 

has difficulty 
maintaining 
composure while 
under pressure.  
Sometimes blows 
up from stress.  
Sometimes has 
problems 
maintaining 
professionalism.  

1.   Unreliable 

while under 
pressure.  Lacks 
ability to perform 
effectively while 
under most forms 
of stress and 
maintain 
professionalism. 

Comments:           

        

            
11. 
Communication 
(Organization and 
presentation of 
information in 
written or oral 
form) 

5.   Oral or written 

presentation is 
outstanding, rarely 
needs improvement. 
Exceptional listener. 

4.    Seldom 

needing correction. 
Excellent in oral and 
written 
communications. 
Very good listener. 

3.    
Satisfactory ability 
to communicate 
information. Very 
seldom 
misunderstands 
instruction. 

2.   Reports 

contain some 
errors. Thoughts 
are not presented 
in a logical order. 
In conversation 
often has trouble 
being understood. 

1.   Reports are 

incomplete. Hard 
to follow, 
somewhat 
ambiguous, 
disorganized in 
comments. 
Frequently 
misunderstands 
instructions. 

Comments:      

      

      

          
 A follow-up evaluation is needed in 3 months for a score of 1 or 2 in 2 or more categories. 
  
 Scheduled date of  3 month follow-up.   ________________________________ 
  

 Weak Points in Performance      

        

        

       

        

      

      

 Strong Points in Performance     
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   GOALS SET FROM LAST YEAR OR AFTER INTRODUCTION 

PEROD IS COMPLETE. Deadline Goal Weight Weighted Rating  

Goal # 1       

       

Goal # 2       

       

Goal # 3       

       

Goal # 4       

       

Goal # 5       

       

    
Goals Total 
Weight 

Goals Actual 

Weight  

    100%              %  
Total Rating:  Box A 

Non supervisory 
 
Total Points 
 
  1._______ 
  2._______ 
  3._______ 
  4._______ 
  5._______ 
  6._______ 
  7._______ 
  8._______ 
  9._______ 
10._______ 
11._______ 
 
Total__________ 

Box B 

Supervisor  
 
Total  Points 
  1._______ 
  2._______ 
  3._______ 
  4._______ 
  5._______ 
  6._______ 
  7._______ 
  8._______ 
  9._______ 
10._______ 
11._______ 
12._______ 
13._______ 
14._______ 
 
Total_________ 
 

Box C 

 
Non-Supervisory 
 
Total of Box A 
Divided by 11 
 
____________ 
 
       

 
Box D 
 
Supervisor 
 
Total of Box B 
Divided by 14 
 
____________ 

Box E 

Actual Goal 
Weight 
 
                  % 

 
 
Circle One 
 
 0-20% =   1point 
21-40% =  2 points 
41-60% =  3 points 
61-80% =  4 points 
81-100%= 5 points 
 
This will be the 
total points for 
Box E. 

Total Score 
 
Box C:_________ 
 
Box D:_________ 
 
Box E:_________ 
 
 
Add totals and 
divide by 2. 
 
This is your total 
score. 
 
 
___________ 

       5.  Outstanding     

Recommended change from   
 4.  Exceeds Standards 
 3.  Met Standards 

introductory to regular status            Yes    No 

 2.  Partially Met    
       Standards 
 1.  Failed to Meet   
       Standards    

Recommend extension of  Introductory Status   to:____________       

I have read this evaluation and have had the opportunity to discuss my work with my supervisor.  I realize that 
my signature on this form does not mean that I agree with the evaluation.  I understand that I may record my 
objections regarding this evaluation on the bottom of this form or respond in writing to my supervisor within 
five work days. 
  

Employee Signature _________________________________       Date __________________________                                                     
                                                            

Supervisor Signature ________________________________        Date __________________________ 
 
Program Director's Initials ________________________             Date __________________________ 
  
 
  

Comments:           
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Employee Performance Evaluation 
 

This page to be used for  
Supervisors and Management Only. 

If this employee is not a Supervisor, do not print or submit this page. 
 

  

Outstanding: 
Distinguished 
Performance 

Exceeds 
Standards: 
Commendable 
Performance 

Met Standards: 
Satisfactory 
Performance 

Partially Met 
Standards: 
Marginal 
Performance 

Failed to Meet 
Standards: 
Unsatisfactory 

12. Planning, 
Organizing and 
Implementation (Ability 
to plan, schedule, set 
realistic goals, anticipate 
future needs.  Set logical 
priorities and follow 
through). 

5.   Superior in 

assigning priorities. 
Continuous through 
planning, resulting 
in well run 
operations. Plans, 
organizes and 
implements work 
projects in 
outstanding manner. 

4.   Very 

good in 
planning and 
organizing 
operations. 
Excellent in 
follow through 
and anticipating 
future needs. 

3.   Adequately 

plans work and 
implements plans.  
Usually does a 
good job in 
assisting priorities. 

2.    Does 

very little 
planning. Has 
difficulty in 
setting 
priorities. Often 
disorganized 
and neglects to 
follow-up work. 

1.   Usually 

disorganized and 
often in a crisis 
caused by lack of 
planning and 
organizing. 

Comments:           

        

      

            

13. Decision Making- 
Commit to a conclusion 
based on information and 
judgment. 

5.    Excellent 

decision making 
skills. Sound record 
of well thought out 
and implemented 
decisions. 

4.   
Consistently 
makes good 
decisions based 
on sound 
problem 
analysis. 

3.   Generally 

arrives at sound 
decisions. 
Analysis of 
problem and 
alternatives is 
adequate. 

2.   

Sometimes 
makes bad 
decisions 
because of poor 
information or 
bad judgment. 
Sometimes 
neglects to 
make decisions 
when they need 
to be made. 

1.   Decisions are 

often wrong because 
of poor judgment. 
Frequently hesitates 
or neglects to make 
decisions that need to 
be made. 

Comments:           

        

      

            

14. Leadership and 
Supervision- 
Effectiveness in guiding 
subordinates to 
accomplish a task. 

5.    Motivates 

subordinates, 
maintaining high 
level of productivity 
through praise and 
construction 
criticism, 
accomplishes goals 
through effective 
delegation. 

4.   Makes 

effective use of 
subordinate's 
skills and 
experience, 
keeping them 
posted on their 
job 
performance; 
develops 
teamwork and 
direction. 

3.   

Subordinates 
usually get the job 
done properly and 
on time. 
Adequately 
delegates tasks. 

2.   
Contributes 
little to getting 
subordinates to 
complete 
assigned work. 

1.   Does not 

motivate 
subordinates. Often 
destroys subordinate 
interest. 

Comments:           
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Set goals based on deadlines that can be completed before the end of the 
next evaluation period. 

GOALS FOR NEXT EVALUATION PERIOD :  

   DATE:_________THRU____________      Deadline Goal Weight 

Goal # 1         

          

Goal # 2         

          

Goal # 3         

          

Goal # 4         

          

Goal # 5         

          

    Goals Total Weight 

    100% 

     

 
We are in agreement that the above goals are reasonable and obtainable within the 
next evaluation period. 
 

 
Employee Signature: _____________________________________ 
 
Supervisor Signature: ____________________________________ 
 
Today’s Date: ____________________________ 
 
 

NOTE:  KEEP A COPY OF THIS PAGE TO PREPARE FOR THE NEXT 
EVALUATION PERIOD.  EMPLOYEES WILL BE SCORED ON THE NEXT 

EVALUATION BASED ON GOALS COMPLETED.  THIS WILL COUNT FOR ONE 
HALF OF YOUR TOTAL EVALUATION SCORE. 


