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TOWN OF CUMBERLAND
Annual Performance Summary

Employee Name: Job Title:
Date of Hire at Present Position: Department:
Supervisor’s Name: Review Period: From to

Rating Categories and Definitions

Exceeds Expectations  Frequenily exceeds expectations thorough attention to and the completion of all
assigned responsibilities, Unusual problems are properly considered and regulariy well
handled. Individuals strive for job improvement and injtiative is regularly displayed.
"The contribution of these individuals is usually beyond that expected.

Meets Expectations Performance meets the requirements of the position. The position is being covered in
an adequate manner and the responsibilities are being handled competently. THIS
RATING IS NOT TO BE CONSDIERED AS MARGINAL PERFORMANCE.

Needs Improvement Performance does not consistently meet minimum expectation of the position.
Supervisor will provide specific written expectations for improvement.

General Factors Rating Comments

Job Knowledge & Stilfs - The
extent to which an employee
possesses and applics the praciicel
and technical knowledge and skalle
required on the job.

Job Performance/Praoductivity —
The cxtent to which an employee's
work is consistently accurate,
thorough and neat. The extent to
which job is performed in a
profesgional manner and the
product quelity meets town
siandards/expectations.

Attendance — The extent to which
an employee is punciual, observes
designated work break/meal
petiods, has an wvoeptuble oversl)
attendance record, and propetly
schedules time off.
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General Factors Comments
' Communicating The exten! to

which an employee is proficient

and professionaf in oral! and writen

communications, Inchides listening

undersranding, femembering, angd

following oralfwritten instructions;

asking for clarificay on when

necessary; gnd providing infp ¢o

others in a cleay, complcie and

concise manner.
Organizationg! Skills - The extent
to which ap ¢mployce works
efficiently and productively, and
cftectively TMANALes resourees
(lebor, timc, materials, ctc,)

Decision Making/Problem Solpi, ne
— The cxtent to which an tmployee
demonstrates propor judgment,

decision making, and problem
solving skilfs when necessary,

Service te Others — The extent to
Wwhich an employee js willing, and
demonstrates the ghj lity, to
cooperate, work and communicate
with intemna) or cXtemel customers,
coworkers, supervigors,
subordinates, and/or other nutside
contacts.

{nitlative — The extent to which an
employoe is a self-sturter, shares
new and better ideas for doing
things, and is willing to assome
additional duties when NEcessury.

Retiabilisy — The extent to which un
employce cun be relied upon
tegarding task completion and
follow-up. Mecting deadlines on
time withogt sucrificing accuracy,
work quality, or customer service
salisfaction.

Adherenee rw Policy — The extent 10
which an emplovee follows safety
ang conduct rules, other
regulations, and adhcres to work
fules & personnel poli ey,




03/11/2008 12:21 FAX 2078202224

pu—

Cumberland Town of idood

o

Aduptabitity — Ability t0 which
cmployee is fiexible in responding
to changes in the position and
deparoment requirements-and/or
needs.

General Factors Rating Comuments

Judgment - The extent to which
cmplayee is able to evaluate
situations and make sound
decisions based on histher
evaluation. Ability to analyze
problems and vecommend
golutions.

Working Relationships — The extent
to which the employec iy willing to
work with and help others; their
wbiliry to accept constructive
criliciern and cooperate with fellow
employees and supervisors.
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Goals discussed and agreed to for the upcoming review period: (Include development/training
needs. If any ratings are “needs improvement,” this part is not optional).

Employee commenits: (optional — Attach additional page if necessary).

Employee’s Signature * Date

Supervisor’s Signature ' Date
*The signature of the employee indicates the evaluation has been reviewed in conference with the employes. The employeo
may express hister opinion in writing on the cvaluation or separate attackment. The employee’s statement must be in

duplicate and attached to this form. The employee shall receive a copy of the signed review.

ORIGINALS to: Human Resources COPIES to: Employee and Supervisor



