	NAME:
	     
	PERSONNEL #:
	     

	
	

	(5) Greatly exceeds expectations.
	Performance Appraisal Levels

	(4) Exceeds expectations.
	
	

	(3) Adequately meets expectations.
	
	
	

	(2) Barely meets expectations.
	
	
	
	

	(1) Fails to meet expectations.
	
	
	
	
	

	DUTIES
	PTS
	EXPECTATIONS
	RATING
	

	Adaptability/Initiative (Minimum 5 points, weighted by importance)
	
	
	1
	2
	3
	4
	5
	TOTAL

Points X Rating = Total

	     
	  
	     
	 
	 
	 
	 
	 
	     

	     
	  
	     
	 
	 
	 
	 
	 
	     

	     
	  
	     
	 
	 
	 
	 
	 
	     

	     
	  
	     
	 
	 
	 
	 
	 
	     

	     
	  
	     
	 
	 
	 
	 
	 
	     

	
	
	
	Category Total
	     

	

	DUTIES
	PTS
	EXPECTATIONS
	RATING
	

	Communication/Teamwork (Minimum 5 points, weighted by importance)
	
	
	1
	2
	3
	4
	5
	TOTAL

Points X Rating = Total

	     
	  
	     
	 
	 
	 
	 
	 
	     

	     
	  
	     
	 
	 
	 
	 
	 
	     

	     
	  
	     
	 
	 
	 
	 
	 
	     

	     
	  
	     
	 
	 
	 
	 
	 
	     

	     
	  
	     
	 
	 
	 
	 
	 
	     

	
	
	
	Category Total
	     

	

	DUTIES
	PTS
	EXPECTATIONS
	RATING
	

	Self Management (Minimum 5 points, weighted by importance)
	
	
	1
	2
	3
	4
	5
	TOTAL

Points X Rating = Total

	Attendance
	  
	     
	 
	 
	 
	 
	 
	     

	Punctuality
	  
	     
	 
	 
	 
	 
	 
	     

	Dependability/Responsibility
	  
	     
	 
	 
	 
	 
	 
	     

	Career Development
	  
	     
	 
	 
	 
	 
	 
	     

	
	
	
	Category Total
	     

	


	This is to acknowledge that I have met with my evaluator to discuss my job duties and expectations.
	
	I certify that I have completed the training requirement as stated in 101 KAR 2:180 and that I have met with the employee to discuss his/her job duties and expectations.

	
	
	
	
	
	
	

	(Signature Must Be In Red Ink Unless Electronically Signed)
	
	DATE
	
	(Signature Must Be In Red Ink Unless Electronically Signed)
	
	DATE

	EMPLOYEE SIGNATURE
	
	
	
	EVALUATOR SIGNATURE
	
	

	

	
	
	
	
	I HAVE REVIEWED THE DUTIES AND EXPECTATION OF THIS EMPLOYEE AND FIND THEM TO BE REASONABLE AND APPROPRIATE.

	(Witness Signature Must Be In Red Ink If Employee Refuses To Sign)
	
	DATE
	
	
	
	

	WITNESS SIGNATURE
	
	
	
	
	
	

	
	
	
	
	(Signature Must Be In Red Ink Unless Electronically Signed)
	
	DATE

	
	
	
	
	NEXT LINE SUPERVISOR SIGNATURE
	
	


