IDAHO DEPARTMENT OF CORRECTION

Performance Feedback Worksheet (Employee/Staff Position)

Note: The Performance Feedback Worksheet Follows this Informational Page.

Use the following level of performance ratings to complete the Performance Feedback Worksheet. An employee’s performance in each performance standard category (e.g., quality of work, customer service/interpersonal skills) should closely match the rating being given the employee. Not all items listed in the defined rating may apply when selecting a rating; however the more important items should apply to the rating being selected. All ratings require justification and explanation in the comments section and in the summary statement of the Employee Appraisal document (i.e., the Employee Performance Review) and are to highlight the employee’s positive contribution for the entire rating period as well as areas needing attention or improvement.

(EX) = Exemplary Performance 

This employee performs at a level that results in significant accomplishments that may not otherwise have been achieved.  This employee seeks out responsibility; shows a comprehensive understanding of the of the job objectives and is exemplary in meeting them.  This employee is a master of the skills and abilities required for the job; is highly knowledgeable; may be sought out by others for job leadership, counsel, information, and/or direction.  This employee may mentor or teach others; is a team player; creates and maintains positive working relationships; is a role model for behaviors necessary for success.  

This employee may demonstrate leadership skills.  Difficult assignments are handled intelligently and effectively.  This employee produces an exceptional quantity of work, often ahead of schedule and with little supervision.  This employee develops effective working relationships with others; improves cooperation among participants in the workplace and prevents misunderstandings.  This employee is proactive and demonstrates foresight in correcting situations that may cause future problems.  This employee demonstrates innovation in meeting work demands.

(SS) = Solid Sustained Performance
This employee demonstrates good solid performance in critical areas and exhibits sustained support of goals; is effective, consistent and competent in meeting job expectations.  This employee demonstrates behaviors that result in positive working relationships; consistently demonstrates good knowledge, skills, and abilities required to meet job expectations.

This employee has the ability to handle a variety of interpersonal situations.  This employee occasionally performs above expectations in meeting deadlines, using critical thinking skills and creativity to accomplish tasks, projects, and objectives.  This employee may seek out additional responsibility.

(APS) = Achieves Performance Standards 

This employee meets job expectations. Employee may sometimes require more supervision, and work may require more revision or adjustment to meet expectations.  Assignments are completed but occasionally require assistance from supervisor or peers. 

OR

This employee is developing new skills and gaining new knowledge, leading toward performing all expectations and objectives of the job.  This employee may be new to the position or job duties and may not have completed a full work cycle; this employee is still learning the job.  This employee may need time to develop skills to be more proficient in the current position.

(DNA) = Does Not Achieve Performance Standards 

This employee’s performance needs improvement and/or is inconsistent.  This employee may fail to meet one or more core performance standards and/or key job expectations.
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	1. QUALITY OF WORK
	
	

	· Meets or exceeds internal and external customer expectations
	
	

	· Work is accurate, thorough and completed on time and as instructed
	· 
	· 

	· Demonstrates leadership qualities & performs in a professional manner
	· 
	· 

	· Anticipates consequences before taking action
	· 
	· 

	· Identifies areas for improvement and willing to try new or different ways
	· 
	· 

	· Applies policy & procedures effectively
	· 
	· 

	· Maintains department’s dress, appearance, and behavior standards
	· 
	· 

	2. CUSTOMER SERVICE/INTERPERSONAL SKILLS
	
	

	· Knows customers and seeks to understand customer needs.
	
	

	· Develops and maintains positive respectful relationships, even under stress
	
	

	· Communicates clearly through effective writing, speaking and listening
	
	

	· Handles problems and conflicts professionally, efficiently, and timely
	
	

	· Is flexible, open-minded, and respectful of different opinions
	
	

	· Accepts and responds to feedback and coaching from supervisors
	
	

	· Actions represent high integrity and ethical standard and demonstrates support for Department mission, vision and values
	
	

	3. DEPENDABILITY
	
	

	· Meets and follows through with job expectations, job assignments, and goals in a timely manner
	
	

	· Consistently arrives to work on time & minimizes unscheduled absences
	· 
	· 

	· Completes tasks, provides support to others, & contributes fairly to team assignments
	· 
	· 

	· Follows through on commitments
	· 
	· 

	· Takes personal responsibility for own work & actions
	· 
	· 

	4. PRODUCTIVITY
	
	

	· Demonstrates required skills and abilities for their position
	
	

	· Prioritizes assignments and manages time wisely
	· 
	· 

	· Demonstrates initiative and creativity in completing assignments
	· 
	· 

	· Is well organized & handles scheduled and unscheduled changes positively
	· 
	· 

	· Adapts to new, different, or changing work requirements
	· 
	· 

	· Demonstrates a can do, positive, professional attitude
	· 
	· 

	5. WORK ENVIRONMENT/SAFETY
	
	

	· Follows established orders, policies, and procedures;
	
	

	· Maintains a respectful workplace by avoiding unprofessional or inappropriate behavior
	· 
	· 

	· Maintains the confidentiality of privileged information or sensitive issues
	
	

	· Reports unprofessional or inappropriate behavior
	· 
	· 

	· Contributes to a clean, secure and safe environment
	· 
	· 

	· Takes necessary actions to avoid potential safety and security risks
	· 
	· 

	· Is ethical & fair in dealing with staff and others
	· 
	· 
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