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DNR Student Performance Evaluation
	Rating Definitions:

	1
	Poor

	2
	Needs Improvement

	3
	Meets Requirements

	4
	Exceeds Requirements

	5
	Outstanding


	Name:
	     
	Personnel #:
	     

	Classification per attached school verification:
	     

	Office:
	     
	Yrs at DNR:
	     

	Supervisor:
	     


	Performance Evaluation – Check the applicable factors and ratings:
	1
	2
	3
	4
	5

	 FORMCHECKBOX 

	Reports to work on time and as scheduled.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Courteous and helpful when answering the telephone(s).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Makes and distributes copies promptly and efficiently.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Files with attention to detail to avoid errors.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Opens and/or distributes mail with attention to detail to avoid errors.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Enters data in computer accurately and efficiently.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Prompt and efficient service to other offices/divisions when running errands.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Follows instructions without complaint. Respectful to others.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Adjusts well to changes in routine.  Does not complain.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Listens carefully. Asks questions when needed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Clean and neatly dressed in accordance with department policy.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Pay increases are not automatic and are only granted with the approval of the Appointing Authority and Undersecretary.
	Recommendation based on:
 FORMCHECKBOX 
 Classification Change
 FORMCHECKBOX 
 Yrs at DNR
 FORMCHECKBOX 
 Extraordinary Performance

	
	Approval Signatures:
	I recommend a Pay Increase from $ 
 to $ 
:

	
	
	
	
	
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	
	Supervisor
	
	Date
	
	
	

	
	
	
	
	
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	
	Appointing Authority
	
	Date
	
	
	

	
	
	
	
	
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	
	Undersecretary
	
	Date
	
	
	

	HR Use Only:
 FORMCHECKBOX 
 Basic Pay


HR Initials & Date: 



