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	Route this form to:

U Services Human Resources

300 Donhowe Building

319 15th Avenue SE

Minneapolis, MN 55455

FAX: 612.625.6675

E-mail: ushr@umn.edu

	Performance Feedback Form – Front-Line Staff
	



Complete the next page before signing the front of this form.

	 FORMCHECKBOX 
 Performance Feedback
	 FORMCHECKBOX 
 Probationary Feedback

	Employee Name:      
	Department:      

	Employee ID #:      
	Class Title:      
	Class No:      

	The rater may want to discuss this performance feedback with the director or department head before discussing the rating with the employee.

Supervisor Comments:

     


	Rater’s Signature:      

	Rater’s Title:      
	Date (m/d/yyyy):      

	Campus Address:      
	Phone Number:       -       -      

	

	Dept. Head/Director Signature:      

	Campus Address:      
	Date (m/d/yyyy):      

	

	AVP Signature:      
	Date (m/d/yyyy):      

	

	
The employee’s signature means only that he/she has had an opportunity to review and comment on this feedback.

Employee’s Comments:

     


	Employee’s Signature:      
	Date (m/d/yyyy):      


SUPERVISOR RATINGS:
	
	Below
Expectations
	Meets
Expectations
	Exceeds
Expectations

	Attendance
	

	Arrives at work on time
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Uses sick or vacation leave appropriately
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Work Performance
	

	Understands and follows work orders
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Deals with problems quickly and effectively
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Performs tasks accurately and in a timely manner
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Equipment is maintain; routine maintenance scheduled
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Meets acceptable quality and production standards
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Maintains work area in a clean and orderly fashion
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Willingly accepts direction
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Keeps waste (in time and material) to a minimum
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Follows proper safety procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Communication
	

	Writes and speaks clearly and effectively
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Deals with customers in a pleasant and professional manner
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Maintains accurate records/logs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Speaks on the telephone in a pleasant and professional manner
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Communicates respectfully and effectively with other employees
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Overall
	

	Employee’s overall job performance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



EMPLOYEE RATINGS:
	Work Environment
	 FORMCHECKBOX 
  Very negative

 FORMCHECKBOX 
  Negative

 FORMCHECKBOX 
  Positive

 FORMCHECKBOX 
  Very Positive

	Quality Supervisory Direction
	 FORMCHECKBOX 
  Not clear

 FORMCHECKBOX 
  Adequate 

 FORMCHECKBOX 
  Clear and concise

	Work Load
	 FORMCHECKBOX 
  Not busy

 FORMCHECKBOX 
  Adequately busy

 FORMCHECKBOX 
  Too busy

	Overall Job Satisfaction
	 FORMCHECKBOX 
  Poor

 FORMCHECKBOX 
  Average

 FORMCHECKBOX 
  Above average

 FORMCHECKBOX 
  Very good


The University of Minnesota is an equal opportunity educator and employer.
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