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Performance Notes









Date:  ___________________
	Employee Name:

	Job Title:
	

	Supervisor’s Name:
	

	This summary shall be used by supervisors to record information about an employee’s job performance in relation to a particular incident or performance exhibited over a period of time. The performance being documented can include incidents of outstanding or notably positive behavior or behavior which reflects poor or unsatisfactory performance.  This summary shall become a part of the yearly performance management evaluation for the employee.  If improvement is needed, the supervisor shall discuss ways the employee can improve job performance with clearly defined performance standards and goals.
The employee’s performance reflects behavior that  □ Needs Improvement or that is  □ Outstanding/Notably Positive                                       
Describe in detail the actions that resulted in this Employee Performance Summary, to include improvement plans and goals if necessary:
Check here if these Notes are  a □  Follow-up Summary for Previous Improvement Needed

Related documentation is attached as required:    □  Yes     □  No     □  The employee has included written comments

Narrative:
______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________



	Supervisor Recommendation:

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________



	Employee Comments:

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________




        _________________________________   ______   

____________________________    ______   

         Employee’s Signature                                      Date         

Supervisor’s Signature                              Date

        _________________________________   ______   

____________________________    ______   

         Department Head’s Signature                           Date         

Other
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