KANSAS DEPARTMENT OF CORRECTIONS

EMPLOYEE PERFORMANCE APPRAISAL

Employee’s Name & ID
Organizational Unit



Job Title
Review Period



Supervisor’s Name, Title & ID
Type of Rating                        

    □ Annual    □ Probationary   □  Special



Overall Rating

· Exceptional

· Satisfactory

· Unsatisfactory
For Probationary Appraisals

· Permanent Status Recommended

· Permanent Status NOT Recommended

· Extend Probation (        days/months)

Acknowledgement: (To be signed and dated at the beginning of the review period.)

A discussion of duties, responsibilities, performance standards, and expectations for the current period took place on the date below. We acknowledge our understanding of these duties, responsibilities, standards and expectations, and how they will be used to measure work-related performance during this period. 

Supervisor’s Signature:
Date:



Employee’s Signature:


Date:   



At the End of the Review Period:  (If more space is needed, use the back of this form or attach additional paper)



EMPLOYEE’S ACKNOWLEDGEMENT:  I acknowledge I have reviewed this Performance Appraisal Form.  My signature implies neither my agreement nor disagreement with the form’s contents. 

Supervisors’ Signature 
Date:



Employee’s Signature
Date:



Reviewing Manager’s Signature
Date: 



A permanent employee, within seven calendar days after being informed of his or her review [appraisal], may appeal the review [appraisal] in writing to the agency head [appointing authority].  The same applies to certain employees on probation; for information see K.A.R. 1-7-12."


PERFORMANCE FACTORS AND STANDARDS

Needs

Meets

Exceeds








      Improvement        Expectations        Expectations

QUANTITY OF WORK

Work output matches the expectations established.

□

□

□
Employee completes all assignments.


□

□

□


Employee consistently meets deadlines.


□

□

□
Comments: 

QUALITY OF WORK

Work results satisfy organization’s goals.


□

□

□
Work is organized and presented professionally. 

□

□

□

Work product is thorough and complete.


□

□

□
Work product is free of flaws and errors. 


□

□

□
Comments:


PROFESSIONAL AWARENESS

Willingly accepts a variety of responsibilities.

□

□

□
Adapts to new situations in a positive manner.

□

□

□
Displays an openness to learning and applying skills.
□

□

□
Works well with others to achieve organization’s goals.
□

□

□

Generally seeks work process improvements. 

□

□

□

Comments:

 

(If more space is needed, use the back of this form or attach additional paper)

PERFORMANCE FACTORS AND STANDARDS

Needs

Meets

Exceeds








      Improvement        Expectations     Expectations


DEMONSTRATES CREDIBILITY

Shares information with others when appropriate.

□

□

□

Acts independently while keeping supervisor informed.
□

□

□
Performs work according to current guidelines/directives.
□

□

□
Maintains personal appearance appropriate to job. 

□

□

□
Exhibits ability to secure and evaluate facts prior to action.
□

□

□
Comments:


AVAILABILITY FOR WORK

Employee’s attendance supports expectations for level.
□

□

□
Employee arrives to work promptly.



□

□

□
Employee is a dependable team member. 


□

□

□
Comments:


The following information shall be used to rate only supervisors and managers in the Department.  



LEADERSHIP

Provides clear direction and purpose.


□

□

□
Models ethical workplace behavior.



□

□

□
Demonstrates influencing skills by setting goals. 

□

□

□
Empowers employees to achieve objectives.

□

□

□
Acts to motivate, coach and develop others. 

□

□

□
Comments:


(If more space is needed, use the back of this form or attach additional paper)

PERFORMANCE FACTORS AND STANDARDS

Needs

Meets

Exceeds








      Improvement        Expectations        Expectations

MANAGEMENT/SUPERVISION

Organizes and distributes work among employees.

□

□

□
Secures resources and audits their effective use.

□

□

□
Communicates behavioral expectations and standards.
□

□

□
Monitors, documents, and evaluates employee conduct

and performance.





□

□

□
Provides appropriate and timely feedback.


□

□

□
Comments: 


WORK ENVIRONMENT

Maintains a safe and healthy workplace.


□

□

□
Builds a team that reflects high morale, clear focus,

and group identity.





□

□

□
Encourages and provides opportunities for employees
□

□

□
To obtain and apply new skills and knowledge.



promotes equal opportunity and protects the rights of 

all employees.






□

□

□
Comments:



EXCEEDS EXPECTATIONS: Consistently meets and exceeds all relevant performance standards.  Shows initiative and versatility, works collaboratively, has strong technical and interpersonal skills or has achieved significant improvement in these areas.





MEETS EXPECTATIONS: Meets all relevant performance standards.  Seldom exceeds or falls short of desired results.  





BELOW EXPECTATIONS: Sometimes meets the performance standards. Seldom exceeds and often falls short of desired results. Performance has declined significantly or employee has not sustained adequate improvement since the last performance review.





Employee’s response: Completed by the employee. 





Summary Comments: Completed by the supervisor and/or reviewer. 








 





Goals and/or Developmental Plan. Completed by the supervisor and the employee. 





EXCEEDS EXPECTATIONS: Consistently meets and exceeds all relevant performance standards.  Shows initiative and versatility, works collaboratively, has strong technical and interpersonal skills or has achieved significant improvement in these areas.





MEETS EXPECTATIONS: Meets all relevant performance standards.  Seldom exceeds or falls short of desired results.  





BELOW EXPECTATIONS: Sometimes meets the performance standards. Seldom exceeds and often falls short of desired results. Performance has declined significantly or employee has not sustained adequate improvement since the last performance review.





EXCEEDS EXPECTATIONS: Consistently meets and exceeds all relevant performance standards.  Shows initiative and versatility, works collaboratively, has strong technical and interpersonal skills or has achieved significant improvement in these areas.





MEETS EXPECTATIONS: Meets all relevant performance standards.  Seldom exceeds or falls short of desired results.  





BELOW EXPECTATIONS: Sometimes meets the performance standards. Seldom exceeds and often falls short of desired results. Performance has declined significantly or employee has not sustained adequate improvement since the last performance review.
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