ISLAND TRANSIT

OPERATOR

CONFIDENTIAL

JOB PERFORMANCE REVIEW

	EMPLOYEE’S NAME: ______________________________ DATE: _________

JOB TITLE: _____________________________RATING PERIOD: __________ TO ________
REASON FOR REVIEW: _____ANNUAL _____ PROMOTION _____ UNSATISFACTORY

                                                                                                                 PERFORMANCE

                                          _____ MERIT   _____ OTHER

DATE OF LAST APPRAISAL: _____________ SCHEDULED APPRAISAL DATE: _________




Instructions:  Carefully evaluate employee’s work performance in relation to current job requirements.  Indicate N/A if not applicable.
Performance Scale:
5
=
Superior Performance





4
=
Performs Exceptionally Well





3
=
Performs Adequately





2
=
Improvement Needed





1
=
Not Meeting Expectations

Additional Comments/Issues: ________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

	Public Relations:



	Overall Customer Comment Record:




	Accidents Preventable:



	Non-Preventable:




	Traffic Citations:



	


	Ride Evaluations/Dates:



	


	Overall Rider Comfort Performance:



	


	Attendance:



	Sick Leave Occurrences:



	Days Missed:



	Late Reports:




OBSERVABLE PERFORMANCE APPRAISAL
__________
A.
Judgment – The capacity to make reasonable decisions.

Good judgment resulting from sound evaluation of factors.  

Most decisions and actions are correct.

Consistently and quickly arrives at correct decisions even on highly complex matters.
Judgment causes problems too often to be acceptable.  Close supervision required whenever judgment is required.

Inability to realize consequences of actions.  Decisions often wrong or ineffective.

Able to understand consequences of actions and carefully determine best action to take.  Reliable in decision-making.

Additional Comments: ______________________________________________

________________________________________________________________

________________________________________________________________________________________________________________________________

__________
B.
Working Relationships and Communications - the ability to establish and maintain good relations with co-workers, both orally and in writing.

Can be relied upon to maintain satisfactory working relationships.  Generally works well with and assists others.  Usually responds well to criticism and change.

Tendency to look for what’s wrong rather than what’s right.  Unwilling to work with or assist others.  Resents criticism and disrupts harmony in organization.

Exceptionally effective at working with and assisting others.  Continually 

strives to improve working relationship.  Always accepts criticism and  change positively.  Displays high human relations skills.
Develops and maintains good working relationship.  Eagerly volunteers to work with and assist others.  Accepts criticism well.  Maintains flexible attitude towards change.
Cooperation must be solicited.  Works with and assists others only when requested.  Somewhat resistant of criticism and change.
Additional Comments: ______________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

__________ C.
Knowledge – The ability to blend job-related education, skills and experience.

Some knowledge still to be acquired.  Has average comprehension of job.

Noticeable deficiencies in job knowledge.  Needs improvement.
Understands why all job functions are performed and interrelationship with other jobs.  


Severely lacking in knowledge.  Does not comprehend basic job functions.
Understands all aspects of the job.  Above average.

Additional Comments: ______________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

__________ D.
Rider Comfort and Service _ the ability to provide service to the general public.

Shows no interest in assisting rider to determine needs.  Frequently abrupt or rude.


Demonstrates above average interests in assisting and satisfying others.

Shows interest in rider needs and can generally be relied upon to provide satisfactory public service. 
Provides assistance only upon request.  Inconsistent efforts to satisfy rider needs.  May appear indifferent at times.

Make sincere and conscientious effort to satisfy riders needs at all times.  Can competently assist several riders at one time.
Additional Comments: ______________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

__________ E.
Adaptability _ The ability to learn and meet changed conditions.

Adjusts quickly to new situations.  Eager to try and learn new things.  Works well under stress.

Exceptionally adaptable.  Welcomes new situations positively and as a challenge.  Outstanding performance under pressure.

Accepts changes reluctantly.  Complies and resists rather than giving new situations a try.  Performance declines under stress.

Reasonably adaptable.  Willing to try new duties or procedures with positive attitude.  Can handle stress most of the time.

Has not adapted to job expectations.  Resists instruction and changes poorly.

Additional Comments: ______________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

__________ F.
Stability – The ability to withstand pressure and to remain calm in a crisis situation.

Volatile, inconsistent personality.  Disrupts work environment.  Is “jumpy” and nervous.

Performs consistently and effectively under pressure.  Never visibly falters.  Very good at crisis solving.

Has average tolerance for crisis; usually remains calm.  Even tempered.  Absorbs routine pressure of job.

Can tolerate unusual pressure and tension without hindering job performance.  Handles crisis more than the average person.

Occasional display of temper or emotion sufficient to disrupt and hinder own performance.

Additional Comments: ______________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________
__________ G.
Attitude and Cooperation – The ability to be cooperative, willing and courteous.

Occasionally reluctant to help.  Moody.  Personality questionable for the job.  Sometimes tactless and uncaring.

Eager to please.  Loyal, courteous, and trustworthy.  Offers to constructive suggestions.  Relates very well with others.

Cooperative and courteous most of the time.  Gets along well with others.  Willing to help when asked.  A team worker.

Apathetic and uncooperative.  Complains.  Causes friction.  Has negative attitude towards job.  Avoids responsibility. A roadblock in the work place.
Outstanding rapport with others.  Always courteous and cooperative.  Goes “extra mile”.  Shows great concern for others.

Additional Comments: ______________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

__________ H.
Willing to accept responsibility – The ability to comprehend and accept responsibility for one’s own actions.

Accepts responsibility for his/her actions.  Doesn’t pass the buck or make excuses.  Accepts new tasks and responsibilities.  Satisfies position expectations.

Fails to accept responsibility for his/her actions.  Passes the buck and makes excuses.  Resists new tasks and responsibilities associated with job as it grows.

Generally willing to take on new or extra tasks.  Accepts personal responsibility for actions.  Above average.  
Extremely willing to take on extra tasks.  Accepts full responsibility for actions.  Understands all responsibility of position.  Performs exceptionally well.

Resists responsibility for own actions.  Occasionally passes the buck.  Reluctant to accept new tasks and responsibilities of the job.

Additional Comments: ______________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________
__________ I.
Attendance/Punctuality – Available for work and adherence to the established work schedule.

Never late or absent.  Excellent attendance record.

Frequent absence from work.  Poor attendance record.

Satisfactory attendance record.

Rarely absent – above average attendance record.

Absences or lateness.  Below standard.

Additional Comments: ______________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________
__________ J.
Appearance and habits – The personal impression an individual makes on others.

Presents excellent appearance. Very professional.

Occasional sloppy appearance or display of offensive habits.

Usually properly dressed or groomed.

Very untidy.  Unacceptable personal habits.

Well dressed and groomed.  No offensive habits.

Additional Comments: ______________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________
__________ K.
Safety and Pre-op – Compliance with proper procedures.

Satisfactory pre-op procedure.

Pre-op procedure very poor.  Careless and unobservant.

Good pre-op procedure with an understanding of the importance in terms of safety.

Meticulous in attention to pre-op procedures.  Never deviates from established routine.

Occasional sloppy and careless pre-op.  Hit and miss attitude.

Additional Comments: ______________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

Rate employee’s overall performance in comparison to position duties and responsibilities.


________
SUPERIOR

________ PERFORMS EXCEPTIONALLY WELL


________
PERFORMS ADEQUATELY
________ IMPROVEMENT NEEDED


________
NOT MEETING EXPECTATIONS

I have seen and reviewed this appraisal.  All items covered have been discussed with me.  I have been encouraged to make comments.  I realize that my signature does not imply that I am in agreement with the appraisal.

Discussed with individual on: _________________________

Employee’s Signature: ________________________________________

Follow-up requested or desired: _________ Yes
__________ No

Follow-up Date: _____________________

Evaluator’s Signature: _______________________________ Date: ____________

*If an employee disagrees with this appraisal, he/she may attach appropriate comments.
OBSERVABLE PERFORMANCE APPRAISAL

	Operator


	
	Date

	Bus #


	
	Time

	Route


	
	Coordinator

	Valid Driver’s License


	
	Expiration Date

	Valid Medical Certificate/Form


	
	Expiration Date


Performance Scale:
5
=
Superior Performance






4
=
Performs Exceptionally Well






3
=
Performs Adequately






2
=
Improvement Needed





1
=
Not Meeting Expectations

Additional Comments/Issues: ________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________
1.
PROPER USE OF TURN SIGNALS



A.

Distance - 100'




__________



B. 

Starting from curb




__________


C.

Turns






        __________


D.

Lane changes




__________



E.

4 - Way flasher use




__________

2.
PROPER USE OF MIRRORS



A.
10 - 15 Times per minute



__________



B.
On turns





__________



C.
All adjusted properly (inside & out) 

__________

3.
LANE CHANGE



A.
Signal 





__________



B.
Mirror check





__________



C.
Gradual change




__________



D.
Cancel signal




__________

4.
PROPER USE OF BRAKES



A.
One application




__________



B.
Feathering 





__________



C.
Reactions to hazards



__________



D.
Foot position





__________

5.
SPEED CONTROL



A.
Proper speed for conditions


__________



B.
Proper speed on curves & corners

__________



C.
Complies with posted limit



__________

6.
HAND POSITION



A.
Both hands on wheel



__________



B.
Refrains from use of spokes


__________



C.
Palming wheel




__________
7.
PASSENGER BOARD AND ALIGHT



A.
Approach/choice of stop



__________



B.
Smoothness of stop




__________



C.
Position after stop




__________



D.
Use of kneeler




__________



E.
Use of front and/or rear door


__________



F.
Proper wheelchair procedure


__________



G.
Use of mirrors and signals



__________



H.
Waits for passengers to be seated/secured
__________



I.
Proper re-entry to traffic



__________



J.
Smooth acceleration



__________
8.
STRAIGHT -A- WAY



A.
Proper following distance



__________



B.
Courtesy to other motorists


__________


C.
Mirror usage





__________



D.
Lane usage





__________


E.
Observes speed limit



__________
9.
RIGHT AND LEFT TURNS



A.
Observation





__________



B.
Signal





__________



C.
Speed




                      __________



D.
Position





__________



E.
Lane keeping




__________



F.
Mirror check





__________



G.
Hand position




__________



H.
Cancel signal




__________



I.
Acceleration





__________
10. INTERSECTIONS



A.
Covers brakes




__________



B.
Preparation for stale green light


__________



C.
Observes 2/4 second rule



__________



D.
Looks left right left




__________



E.
Correct response to traffic controls

__________



F.
Determines traffic/pedestrian intentions
__________



G.
Proper spacing after complete stop

__________
11. COURTESY TO PASSENGERS, PUBLIC & CO-WORKERS



A.
Greets passengers 




__________



B.
Responsive to riders needs


__________



C.
Cooperative & considerate with co-workers
__________


D.
Calls out ADA stops




__________
12. SAFE DRIVING HABITS



A.
Aggressive driving




__________



B.
Complete stops at lights and stop signs
__________



C.
Speed entering and exiting Harbor Station
__________



D.
Radio use and procedure



__________


E.
Proper driving posture



__________
13. PERSONAL APPEARANCE



A.
Wearing proper uniform



__________



B.
Presents a neat, clean appearance

__________

14. PRE - OP INSPECTION



A.
Vehicle overview




__________



B.
Exterior body check




__________



C.
Monkey Walk




__________



D.
Tire check





__________



E.
4 Way/turn signal check



__________



F.
Headlight check




__________



G.
Wheelchair/kneeler check



__________



H.
First aid/triangle check



__________



I.
Interior body check




__________



J.
Chime/buzzer check



__________



K.
Panel gauge observation



__________



L.
Overall pre-op




__________





B.O. Sheet





__________





Radio Check




__________





Horn Check




__________





Wiper Check




__________





Trip Bag





__________

ADDITIONAL COMMENTS: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Reviewer’s Signature:


	
	Date:

	Employee Signature:


	
	Date:

	Executive Director


	
	Manager
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