TOMPKINS COUNTY AIRPORT
Employee Performance Review - CONFIDENTIAL
	
	
	
	
	
	
	

	
	Employee
	
	Position / Title
	
	Years in Position
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Review Completed By
	
	Position / Title
	
	Date of Review
	


This form is designed to evaluate your performance and is to be completed by your Supervisor(s).  After review, if you feel you have any questions or concerns and would like a meeting, simply check box at the bottom of the back of this page, include name(s) of who you would like to have present, and one will be scheduled.  After this discussion, there should be agreement on how improvement will occur in the areas that need attention.

Any line scoring of “2” or below requires explanation and/or specific reasons for the low score.

Any overall scoring of 40% or below requires re-evaluation in six (6) months.  Repetitive overall scoring of 40% or less can trigger disciplinary action, up to and including termination.

5. Outstanding / Highly Effective
· Substantially exceeds performance standard.

· Exhibits superior work performance in every aspect.

· Demonstrates high levels of pro-activity, insight, and creativity.

· Viewed as an expert and role model in this area.

4. Solid Performance / Significantly Effective
· Solid, reliable performance that often exceeds the standard.

· Demonstrates thorough knowledge, skills, and ability to achieve the role requirements with minimal assistance.

· Consistently shows high levels of initiative even in the most difficult or complex situations.

3. Meets Expectations / Moderately Effective
· Meets the performance standard, and in some areas, performs at a higher level.

· Approaches challenges logically with minimal oversight or assistance.

· Works well with others to achieve targeted objectives.

2.
Below Expectations / Slightly Effective
· Performance is below standard in one or more aspects.

· Adherence to the performance standard is not readily apparent, or is inconsistent.

· Appears to avoid or lack confidence in this area overall.

· Demonstrates a limited awareness of poor performance, or knowledge of or approach to addressing the areas in need or improvement.

1. Unsatisfactory
· Performance is well below standard.  Staff and others consistently question competencies and leadership ability.

· Corrective action is required.

Please circle the number of the most appropriate response for each statement.

	I.
	COMMUNICATION
	
	Performance Rating

	
	
	

	a.
	Exchanges information with others in an effective manner, that is clear, concise, and timely.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	b.
	Listens for understanding, and asks and answers questions in a thoughtful and informed manner.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	c.
	Able to tailor written and verbal communication to meet the needs of the audience.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	d.
	Able to anticipate the information needs of others.
	
	5
	4
	3
	2
	1


	II.
	JOB KNOWLEDGE / TECHNICIAL EXPERTISE
	

	
	
	

	a.
	Demonstrates job-relevant knowledge and essential skills to successfully perform the work assigned.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	b.
	Demonstrates quality and accountability in the majority of work activities.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	c.
	Keeps abreast of current developments within area of responsibility.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	d.
	Uses efficient and cost-effective approaches to performing the work, and seeks new strategies, such as the use of technology, to improve work processes and performance.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	e.
	Displays an understanding of how job responsibilities relates to others within the department and to the overall mission of the department.
	
	5
	4
	3
	2
	1


	III.
	QUALITY ASSURANCE
	
	Performance Rating

	
	
	

	a.
	Follows methods of operation effectively and efficiently, including department policies, procedures, and protocols.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	b.
	Able to follow clear, well-defined desired outcomes for work activity, tracks progress, and able to make adjustments as needed.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	c.
	Recognizes issues or problems that might negatively impact productivity and makes suggestions for improvement.  Likewise, looks for opportunities to improve or enhance operations/service quality.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	d.
	Demonstrates accountability in all work responsibilities and admits mistakes in spite of the potential for negative consequences.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	e.
	Exercises appropriate confidentiality in all aspects of work.
	
	5
	4
	3
	2
	1


	IV.
	SERVICE-FOCUSED
	

	
	
	

	a.
	Processes work with the internal and external “customer” in mind and strives for customer satisfaction in the delivery of products/services.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	b.
	Projects positive attitude and makes every effort to treat everyone with courtesy and respect.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	c.
	Works to honor commitments and agreed upon deadlines.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	d.
	Pays attention to the quality of the work being processed, and takes appropriate steps to check and minimize errors.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	e.
	Open to modifying ideas, methods, or procedures to provide improved customer service and business processes.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	f.
	Maintains a professional demeanor, particularly during stressful or difficult situations.
	
	5
	4
	3
	2
	1


	V.
	SELF-DEVELOPMENT / INITATIVE
	

	
	
	

	a.
	Looks for opportunities to enhance skills and knowledge and stay current with changes impacting the job;  does not shy away from identifying personal skill areas to be developed.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	b.
	Able to take on difficult assignments with a professional attitude.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	c.
	Shows initiative in starting, carrying out, and completing tasks.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	d.
	Takes into consideration new ideas and differing professional opinions, and treats change as an opportunity for growth and mistakes as learning opportunities.
	
	5
	4
	3
	2
	1


	VI.
	TEAM CONFIDENCE / COLLABORATION
	

	
	
	

	a.
	Demonstrates willingness to function as a team player, maintains effective working relationships, and treats others in a fair and equitable manner.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	b.
	Shares information willingly.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	c.
	Supports and helps to advance team decisions and initiatives.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	d.
	Respects others’ perspectives, experiences, and values, and appreciates different points of view.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	e.
	Works well with other department groups and/or external work teams in developing and implementing solutions to problems.
	
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	

	f.
	Supports an inclusive workplace by promoting Cooperation and a welcoming environment for all.
	
	5
	4
	3
	2
	1


Overall Total Score                   / 150 =               %*

* Overall Total Score of 40% or less will result in re-evaluation in six (6) months from date of review.

	COMMENTS:
	

	
	

	
	
	

	Employee Signature
	
	Supervisor Signature


	
	I would like to meet with the County Administrator to discuss this evaluation, and I request the following individuals to be present (please print names below):

	
	
	
	
	


LOW SCORE LINE EXPLANATION:

Example:

	SECTION
	
	SCORE
	COMMENTS
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