	University of California Los Angeles

EMPLOYEE PERFORMANCE EVALUATION
	Two copies of this form are to be made and 

distributed to: 1) Department   2) Employee  

	NAME
     
	DEPT
     
	DIVISION
     
	DATE PREPARED
     

	PAYROLL TITLE

     
	DATE HIRED
     
	LENGTH OF TIME IN PRESENT POSITION

  Years     Months
	DATE OF LAST REVIEW

     

	SUPERVISOR
     
	SUPERVISOR'S PAYROLL TITLE
     

	SECTION ONE - Complete for all Staff Employees

	CURRENT ASSIGNMENTS (Describe Tasks Being Performed)
     

	OTHER ASSIGNMENTS DURING YEAR (Indicate Major Assignment during Year Not Presently Being Performed)
     

	NOTEWORTHY ACHIEVEMENTS DURING YEAR (Degrees, Certificates, Awards, Publications, Education, Training, etc)
     


	SECTION TWO-Complete for all Staff Employees

	(X) FACTOR MEASUREMENTS
I.     Superior
II.    More than satisfactory
III.   Satisfactory
IV.  Improvement needed
V.   Unsatisfactory
	(X) FACTOR RELATIONSHIP TO JOB
1.   Great Importance
2.   Average importance
3.   Little importance




	1. WORK QUALITY
	I   FORMCHECKBOX 

	II   FORMCHECKBOX 

	III   FORMCHECKBOX 

	IV   FORMCHECKBOX 

	V   FORMCHECKBOX 

	
	1   FORMCHECKBOX 

	2   FORMCHECKBOX 

	3   FORMCHECKBOX 


	Accuracy, Neatness, Thoroughness

	     


	2.  PRODUCTIVITY
	I   FORMCHECKBOX 

	II   FORMCHECKBOX 

	III   FORMCHECKBOX 

	IV   FORMCHECKBOX 

	V   FORMCHECKBOX 

	
	1   FORMCHECKBOX 

	2   FORMCHECKBOX 

	3   FORMCHECKBOX 


	Extent to which the amount of work produced compares to the quantity standards for the job.

	     


	3. JOB KNOWLEDGE
	I   FORMCHECKBOX 

	II   FORMCHECKBOX 

	III   FORMCHECKBOX 

	IV   FORMCHECKBOX 

	V   FORMCHECKBOX 

	
	1   FORMCHECKBOX 

	2   FORMCHECKBOX 

	3   FORMCHECKBOX 


	Basic knowledge and skills, understanding of specific job duties and familiarity with other job functions

	     


	4. RELATIONS WITH OTHERS
	I   FORMCHECKBOX 

	II   FORMCHECKBOX 

	III   FORMCHECKBOX 

	IV   FORMCHECKBOX 

	V   FORMCHECKBOX 

	
	1   FORMCHECKBOX 

	2   FORMCHECKBOX 

	3   FORMCHECKBOX 


	     


	5. DEPENDABILITY
	I   FORMCHECKBOX 

	II   FORMCHECKBOX 

	III   FORMCHECKBOX 

	IV   FORMCHECKBOX 

	V   FORMCHECKBOX 

	
	1   FORMCHECKBOX 

	2   FORMCHECKBOX 

	3   FORMCHECKBOX 


	Extent to which employee accepts and follows through on assignments

	     

	6.  WORK HABITS
	I   FORMCHECKBOX 

	II   FORMCHECKBOX 

	III   FORMCHECKBOX 

	IV   FORMCHECKBOX 

	V   FORMCHECKBOX 

	
	1   FORMCHECKBOX 

	2   FORMCHECKBOX 

	3   FORMCHECKBOX 


	Care of equipment, observation  of department policy and procedures, attendance and punctuality

	     


	7. WORK HABITS
	I   FORMCHECKBOX 

	II   FORMCHECKBOX 

	III   FORMCHECKBOX 

	IV   FORMCHECKBOX 

	V   FORMCHECKBOX 

	
	1   FORMCHECKBOX 

	2   FORMCHECKBOX 

	3   FORMCHECKBOX 


	OTHER (Specify)

	     


	SECTION THREE-Complete for All Staff Employees

	SUPERVISORS COMMENTS (Include Description of Employee's Major Strengths; Areas of Weakness; Affirmative Action Efforts; it applicable potential for future growth; etc)

     

	SUPERVISOR'S OVERALL EVALUATION (Check One)

	 FORMCHECKBOX 
 SUPERIOR
	 FORMCHECKBOX 
  MORE THAN
      SATISFACTORY
	 FORMCHECKBOX 
  SATISFACTORY
	 FORMCHECKBOX 
  IMPROVEMENT
      NEEDED
	 FORMCHECKBOX 
  UNSATISFACTORY


	SECTION FOUR-Complete for All Staff Employees

	ACTION TO BE TAKEN BY SUPERVISOR TO ASSIST EMPLOYEE IN IMPROVING PERFORMANCE (Indicate time frame):

     

	ACTION TO BE TAKEN BY EMPLOYEE TO ASSIST EMPLOYEE IN IMPROVING PERFORMANCE (Indicate time frame):

     


	SECTION FIVE:  Employee Comments

	

	SECTION SIX:  Signatures

	Your signature indicates neither agreement nor disagreement with the evaluation, but it does indicate that you have read the evaluation, and it has been discussed with you.

____________________________________________

Employee's Signature                            Date
	 This employee has been under my supervision for       months

____________________________________________

Supervisor's Signature                            Date

____________________________________________

Dept. Head's Signature                            Date


