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Direction:  Check () the item/ row/ number that best describes the performance of the ratee, the person 
being evaluated, in accordance with the eight (8) performance factors. 
 

PERFORMANCE EVALUATION FACTORS 
POINT 
SCORE 

A. Initiative - Is the ratee enterprising and resourceful, assuming responsibilities without detailed instructions?  

1. Has outstanding initiative tempered with prudent judgment; can always be depended upon to act 
judiciously on new situations without aid of superiors. 

 

2. Does work without being told; tries to find better ways of doing the job.  

3. Does regular work generally without being told to do; occasionally gives suggestions.  

4. Needs prodding once in a while; must be reminded sometimes to do tasks that are part of the 
assignment. 

 

5. Has no initiative; needs constant prodding; does only what is told to do.  

  

B. Judgment - Can the ratee grasp situations and draw correct conclusions and judgment even under stress?  

1. Exercises unusually sound judgment under all circumstances.  

2. Exercise good judgment under most circumstances.  

3. Exercises fair judgment; acts judiciously in ordinary circumstances.  

4. Notably lacking in judgment.  

5. Frequently makes poor judgment.  

  

C. Dependability - Can the ratee be depended upon to finish assigned tasks on time and follow instructions?  

1. Exceptionally dependable at all times; completes works as and when wanted without supervision; 
performs well even under difficult circumstances. 

 

2. Very dependable under most circumstances; rarely needs supervision.  

3. Dependable but occasionally needs some direction.  

4. Sometimes unreliable; needs frequent checking.  

5. Very unreliable, needs close and constant supervision.  

  

D. Diligence - Does the ratee work hard and concentrate on the work at hand?  

1. Exceptionally industrious and diligent.  

2. Works very hard; persevering and diligent in the performance of the job.  

3. Normally industrious and attentive to work.  

4. Tend to take things easy; sometimes inattentive to work.  

5. Lazy and inattentive to work.  
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PERFORMANCE EVALUATION FACTORS 
POINT 
SCORE 

E. Cooperation - Does the ratee manifest sufficient willingness and capacity to work harmoniously with 
superiors, equals, and subordinates? 

 

1. Always very cooperative, very quick to extend help, an unusually strong force in office morale.  

2. Cooperates willingly in and fits easily into the group; willing to help others.  

3. Normally cooperative, tactful and obliging; accepts share of group work unquestionably.  

4. Cooperation rather limited; sometimes difficult to work with; tends to be argumentative.  

5. Uncooperative; rather quarrelsome, cranky, and touchy; cannot get along well with others; upsets 
morale. 

 

  
F. Public Relations - Can the ratee maintain good and effective public relations with people outside the unit 

including University personnel belonging to other units, students, and the public? 
 

1. Exceptionally effective in contact with people; quickly wins confidence and respect.   

2. Is well liked; wins confidence and respect.  

3. Acceptable to others. Normally liked.  

4. Has difficulty in contact with others. Sometimes arouse resentment.  

5. Makes unpleasant impressions on others, physical or otherwise.  

  

G. Ability to Learn - Does the employee learn easily new methods in the job and details of work related to it?  

1. With unusual keenness of perception; grasps new work quickly and easily anticipates new 
developments. 

 

2. Readily adjustable to new work with brief instructions; welcomes changes.  

3. Normally able to adjust to new work after careful instructions.  

4. Somewhat slow to learn; requires frequent instructions; finds some difficulty in adjusting to new jobs.  

5. A poor learner; finds great difficulty in making new adjustments.  

  

H. Integrity - Is the ratee dependable and trustworthy in the handling of funds and/or supplies/equipments?  

1. Completely dependable and trustworthy in the handling of University funds/supplies/property.  

2. Subject to laxity in the use of University funds/supplies/property.  

3. Has tendency to use without authority, University funds/supplies/property.  

4. Has a record of misuse of University funds/supplies/property.  

5. Cannot be depended upon to hold University funds/supplies/property.  

Scoring: 

ITEM VERBAL INTERPRETATION POINTS 

1 Highest Level of Performance 10 

2 Second Level of Performance 9 

3 Third Level of Performance 8 

4 Fourth Level of Performance 7 

5 Fifth Level of Performance 6 
   

 

Interpretation: 

PERFORMANCE FACTORS 
ITEMS/ ROW/ 

NUMBER CHECKED 
POINTS 

Initiative   

Judgment   

Dependability   

Diligence   

Cooperation   

Public Relations   

Ability to Learn   

Integrity   
   

 

 

_____________________________  _______________     ____________________________  ______________ 
             Ratee’s Signature                            Date                                Rater’s Signature                           Date 
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