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C I T Y   O F   P I T T S B U R G H 

Performance Evaluation Rating Form 
for 
Non-Union Employees
The purpose of this evaluation form is to provide a written record for the employee and his/her supervisor on the nature of the employee’s job and his/her performance in it.   Supervisors are urged to be frank in their observation both for the benefit of the employee and for the accuracy of this evaluation record.  This evaluation will become a part of the employee’s personnel file.
	Employee Name:
	 

	Job Title:
	 

	Department / Bureau:
	 

	Supervisor/Evaluator:
	 

	Evaluation Period  (month/year):
	to 

	Overall Rating:
	


	 
	
	 
	
	 

	Evaluator's Printed Name
	
	Evaluator's Signature
	
	Date

	
	
	
	
	

	 
	
	 
	
	 

	Employee's Printed Name
	
	Employee's Signature
	
	Date

	
	
	
	
	

	 
	
	 
	
	 

	Reviewer’s Printed Name 
	
	Reviewer’s Signature
	
	Date


The primary purpose of the Performance Evaluation System Program is to improve individual performance and the overall performance of the City of Pittsburgh.  Secondary outcomes which support the primary intention are: better supervisor/employee communication, clarification of organizational goals, documentation of performance (from excellence to inadequacy), identification of training development needs, one of the steps in the progressive discipline process, and to (subsequently) determine merit increases (if applicable).
The following pages list various job competency categories (“elements”) the supervisor will use to evaluate the employee’s performance during the previous year to include providing an explanation for each category.  The number indicates the extent to which this person uses these skills or demonstrates these characteristics.  Please follow the instructions below to complete the form.

Step 1:

Use the Performance Evaluation Administrative Guide to assist in successfully completing the performance evaluation in accordance with the established guidelines.

Step 2:

Carefully review the descriptions for each of the 12 elements that have been identified as critical job competencies for all City of Pittsburgh employees.
Step 3:

Circle the rating which best demonstrates the employee’s performance of the element.  
Step 4:  

Elements which receive ratings of “1”, “2”, or “3” require goals to be set for the next evaluation period.  Elements which receive ratings of “1” or “2” require Plans for Improvement to be completed.
Step 5:  
Calculate the Overall Rating and place that rating on the cover sheet of this form in the space provided.
Step 6:  
Conduct the Performance Evaluation meeting with the employee.
Step 7:  

Secure signatures and dates on cover page of this form and transmit original form to the Department of Personnel and Civil Service Commission.   Copies should be kept by the evaluator and employee.

· ALL twelve (12) Elements must be rated.  However #12, Leadership may not be applicable for all employee positions.

· Comments and SPECIFIC Critical Incidents are REQUIRED for every rating.

	1. WORK QUALITY:
	

1     2     3     4

	
	

	· Completes work assignments thoroughly and completely in an accurate, prompt, neat manner, including standards for verbal/written communications, if applicable.  
	COMMENTS



	
	

	· Identifies and corrects errors.  Is careful, alert and accurate, paying attention to details of the job.
	

	
	

	2. PROBLEM SOLVING/DECISION MAKING:
	

1     2     3     4

	
	

	· Acts promptly in seeking solutions to resolve unexpected problems that arise on the job.
	COMMENTS


	
	

	· Makes practical, routine decisions.  
	

	
	

	3. ATTENDANCE AND PUNCTUALITY:
	

1     2     3     4

	
	

	· Dependable; arrives at work on time on scheduled workdays.  (e.g., does not have an abuse of unscheduled time off, is not tardy, etc.).


	COMMENTS


	
	

	4. TIME AND RESOURCES MANAGEMENT:
	

1     2     3     4

	
	

	· Organizes their work or others in an effective and efficient manner to accomplish work tasks and assignments within given resources (time, people, material, and money).   
	COMMENTS



	
	

	5. CUSTOMER FOCUS:
	

1     2     3     4

	
	

	· Ability to anticipate and meet internal/external customer needs in a timely manner. 
	COMMENTS


	
	

	· Ensures customer satisfaction through process of monitoring, developing, improving, and delivering excellence in products and service.
	

	
	

	6. ACCOUNTABILITY / WORK HABITS/ INITIATIVE:
	

1     2     3     4

	
	

	· Accepts responsibility for outcomes (positive or negative). 
	COMMENTS



	
	

	· Dedicates required time and energy to assignments or tasks to ensure that no aspect of the work is neglected, works to overcome obstacles to complete task or assignment.  
	

	
	

	· Demonstrates commitment, dedication, cooperation, positive behavior, adaptability, and flexibility with changes in jobs and duties.  
	

	
	

	· Takes accountability for job responsibilities.  
	

	
	

	· Asserts initiative for quality improvement, cost savings or cost containment for department or City.  
	

	
	

	· Degree to which employee exhibits self motivation in obtaining position goals and objectives and seeking new challenges and responsibilities.
	


	
	

	7. PROFESSIONALISM:
	

1     2     3     4

	
	

	· Possesses good work ethics, drive, energy, and persistence to achieve goals.  
	COMMENTS


	
	

	· Dependable and stable under pressure or opposition, adapting to changing, unusual or difficult situations.  
	

	
	

	· Gives/accepts constructive criticism.
	

	
	

	· Considers diversity and viewpoints of others.
	

	
	

	· Cooperates with other employees in a pleasant and courteous manner. 
	

	
	

	· Handles difficult situations in a tactful manner. 
	

	
	

	8. COMMUNICATION SKILLS:
	

1     2     3     4

	
	

	· Listens effectively and provides clear, concise, and accurate verbal and written information to groups or individuals in an appropriate and timely manner.  
	COMMENTS


	
	

	· Openly exchanges information in a timely manner, knows who to keep informed, listens, understands, uses confidential information with discretion, writes and speaks in a clear, concise manner.
	

	
	

	9. TEAMWORK / INTERPERSONAL SKILLS:
	1     2     3     4

	
	

	· Valuable contributor to teams, work groups, and committees.  
	COMMENTS


	
	

	· Works effectively with others to accomplish goals/resolve problems.  
	

	
	

	· Demonstrates ability to get along with others, is respectful of co-workers, communicates and acts as a team player.
	

	
	

	10. JOB KNOWLEDGE / COMPREHENSION:
	

1     2     3     4

	
	

	· Employee’s knowledge of his/her function and responsibilities including City, departmental, or operating policies, procedures and/or practices.  It also includes both knowledge that immediately impacts work functions and beyond their position (i.e.  Are they an expert in the field or industry?  Does the employee understand how their function impacts other functions? The business?).    
	COMMENTS


	
	

	· Understands and is knowledgeable of the duties, methods, and procedures required of the job. 
	

	
	

	· Performs work within City, departmental, and operating policies, procedures, and practices.
	

	
	

	11. SAFETY AND COMPLIANCE:
	

1     2     3     4

	
	

	· Degree to which employee demonstrates knowledge of safety rules and regulations and follows, supports and/or enforces City policies and procedures regarding safety.  
	COMMENTS



	
	

	12. LEADERSHIP SKILLS (if applicable):
	

1     2     3     4    N/A

	
	



	· Guides individuals or groups to achieve desired results.
	

	
	COMMENTS

	· Fosters City and Departmental goals and objectives.  
	

	
	

	· Delegates by allocating decision making and other responsibilities appropriately and effectively.  
	

	
	

	· Develops subordinates by improving their skills and competencies for current and future jobs.  
	

	
	

	· Gives performance reviews on time and takes an active role in the development of subordinates.
	

	
	



	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


GOALS WRITTEN BY THE EVALUATOR FOR THIS EVALUATION PERIOD –

AND TO BE ACCOMPLISHED BY THE EMPLOYEE FOR THE NEXT EVALUATION

1. WORK QUALITY

 SHAPE  \* MERGEFORMAT 



2. PROBLEM SOLVING/DECISION MAKING
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3. ATTENDANCE AND PUNCTUALITY
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4. TIME AND RESOURCES MANAGEMENT
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5. CUSTOMER FOCUS
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6. ACCOUNTABILITY / WORK HABITS/ INITIATIVE 
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7. PROFESSIONALISM
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8. COMMUNICATION SKILLS 
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9. TEAMWORK / INTERPERSONAL SKILLS
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10. JOB KNOWLEDGE / COMPREHENSION
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11. SAFETY AND COMPLIANCE
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12. LEADERSHIP SKILLS (if applicable)
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1. WORK QUALITY

 SHAPE  \* MERGEFORMAT 



2. PROBLEM SOLVING/DECISION MAKING
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3. ATTENDANCE AND PUNCTUALITY
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4. TIME AND RESOURCES MANAGEMENT
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5. CUSTOMER FOCUS
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6. ACCOUNTABILITY / WORK HABITS/ INITIATIVE 
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7. PROFESSIONALISM
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8. COMMUNICATION SKILLS 
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9. TEAMWORK / INTERPERSONAL SKILLS
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10. JOB KNOWLEDGE / COMPREHENSION
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11. SAFETY AND COMPLIANCE
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12. LEADERSHIP SKILLS (if applicable)
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WORKSHEET FOR CALCULATING THE OVERALL RATING


NOTE:  IF ELEMENT #12 – LEADERSHIP SKILLS IS NOT APPLICABLE, PLACE “N/A” IN THE RATING BOX FOR THAT ELEMENT.

                 THE 12 ELEMENTS


              
     RATING

	1. Work Quality


	

	2. Problem Solving/ Decision Making


	

	3. Attendance and Punctuality


	

	4. Time and Resources Management


	

	5. Customer Focus


	

	6. Accountability/ Work Habits/ Initiative


	

	7. Professionalism


	

	8. Communication Skills


	

	9. Teamwork/Interpersonal Skills


	

	10. Job Knowledge/ Comprehension


	

	11. Safety and Compliance


	

	12. Leadership Skills (if applicable)


	

	
	

	TOTAL (Sum of the ratings of the 12 Elements)


	

	AVERAGE = TOTAL ÷ 12  (for all 12 Elements)

     OR

AVERAGE = TOTAL ÷ 11 (if Element #12- Leadership Skills is not applicable)
	

	OVERALL RATING = AVERAGE ROUNDED TO NEAREST TENTH


	



	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


REVIEWER’S COMMENTS

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


ADDITIONAL RATING COMMENTS SPACE – IF NEEDED





PLANS FOR IMPROVEMENT - 


Required for any element areas rated as a “2” or a “1”





EVALUATOR’S COMMENTS





EMPLOYEE’S COMMENTS





INDIVIDUAL PERFORMANCE ELEMENTS
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