Assessing Employee Evaluation Report Writing by Managers and Supervisors
Goal: The goal is to train supervisors to write evaluation in a consistent manner that encourage employee growth and success.
Objectives: Supervisors will use the following criteria to assess and improve their report writing skills for employee evaluations. After six months of practice, their reports will consistently fall in the 3 or 4 range of the rubric.

Criteria:

Employee evaluation reports that encourage employee growth and success are exemplified by:

· Positive comments 

· Areas for improvement stated in neutral terms

· Courses of action and timelines for improvement 

· Suggested conferences as needed
· Addressing the essential duties of the employee
· Clear, concise and error-free writing
· Timely completion and delivery
Rubric: The expected performance on each criterion is listed for each score level. The report must satisfy the expected performance for every criterion in a level to earn that numerical score..
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· The manager writes reports that always include positive comments on employees as well as areas for improvement.

· The areas for improvement are stated in neutral, not judging, terms.

· Courses of action for improvement are suggested and include timelines.

· Conferences are suggested when needed.

· All essential duties of the employees are addressed.

· The writing is clear, concise and error-free.

· The reports are prepared, delivered and signed by employees in a timely fashion.
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· The manager writes reports that usually include positive comments on employees as well as areas for improvement.

· The areas for improvement are usually stated in neutral, not judging, terms.

· Courses of action for improvement are usually suggested.

· Conferences are suggested when needed.

· All essential duties of the employees are addressed.

· The writing is clear but may contain minor errors in grammar, spelling and punctuation.

· The reports are prepared, delivered and signed by employees in a timely fashion.

2

· The manager writes reports that seldom include positive comments on employees.

· The areas for improvement are seldom stated in neutral, not judging, terms.

· Courses of action for improvement are seldom suggested.

· Conferences are seldom suggested.

· Most essential duties of the employees are addressed.

· The writing may be somewhat unclear and contains many errors in grammar, spelling and punctuation.

· The reports are usually prepared, delivered and signed by employees in a
timely fashion.
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· The manager writes reports that do not include positive comments on employees. 

· The areas for improvement are stated in judging terms.

· Courses of action for improvement are missing.

· Conferences are not suggested.

· Many of the essential duties of the employees are not addressed.

· The writing is unclear and has excessive errors in grammar, spelling, and punctuation.

· The reports are not prepared, delivered and signed by employees in a timely fashion.

