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Summary: This document from the West Virginia Department of Transportation discusses employee evaluation methods and offers tips for conducting an annual employee evaluation.
Formal Annual Evaluations
All employees should be evaluated at least annually by their direct supervisor in a formal, consistent manner that provides the most objective method of evaluation possible.  The method and frequency of evaluations should be summarized in the system’s personnel policy and be consistent with any existing employee agreements.  Evaluations can be based on the individual’s job description or a standardized operator, dispatcher, etc. evaluation format and should include examples of exemplary conduct or areas that need improvement and constructive suggestions for improvement.  Any documentation, ride checks, passenger commendations or complaints, etc., could be used in the evaluation process.  

When conducting evaluations, a few tips can make it easier on the manager/supervisor and employee.

· Don’t stall.  If evaluations are to be conducted annually, conduct them annually.  Don’t make the employee hunt you down.

· Don’t be afraid to ask for feedback.  The employee, if a problem exists, might be very aware of it, have suggestions to correct the problem and, in turn, accept further support or criticism from others with grace.

· Do use a variety of evaluation methods tailored to fit your agency, employees and your management system.  Evaluations should provide information that is useful and insightful to management and employees.

Evaluation Methods

The self evaluation method gives the employee a written self-evaluation form that mirrors the manager’s evaluation form.  Enough time must be given prior to the formal evaluation to allow the employee to honestly reflect on their accomplishments and areas in need of improvement.  A dialogue can then be established during the formal evaluation highlighting accomplishments, priorities and what’s keeping employees from success.

The 360 degree method gets feedback from everyone the employee comes into contact with:  customers, supervisors, managers, co-workers and direct reports.  This method generally works well in a workplace environment where people are invested in helping everyone succeed.

The metrics-based evaluation method sets quantifiable goals then evaluates performance based on achieving those goals.  In an ideal format, the answers are usually “yes” or “no”, and numbers are assigned and tabulated.  However, while some people think easily in quantifiable terms, some aspects of job performance are difficult to quantify.         
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