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Objectives of a research prcject vere to deteraine
current employer practices in personnel perforaance. evaluation in New.

ocational teachers and’ guldance counselors
¢ so that they might makeé fprogras or

connseling .service modifications ‘to better acquaint vocational

‘stndents with these practices.
tventy-three employers across the state to learn of their c

Intervieus were conducted with

»

‘Tent

. procedures in- enployee evaluations. Also, ptofessignal seetings of-

personnel .managers .and training sesinars for
to gain perspective and. insight intoa the tas

topics: how to get a job: eW

personnel were attended

aployees/

Ks personnel managers' are
required to do. Overall findings indicated that graduate®x who know ‘
what they wvant and what they have to cffer, and who cultivate human

.- relations skills, will - interview effectively and be mcre successful
in landing a jobs This report discusses the *findings under three °

a job: evaluation after employment, and the impcrtance of work
attitudes. Brief suggestions directed to vocational teachers for’
teacking work attitudes and interpersonal relations are included.:
These suggestions refer to use of the appended materials, whichk
comprise the major portion of the report and include sanm le enployer
interviev forass, employee performahice evaluation forss, a listing of

teacher resource materials.’
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What makes a good vocatlonatprogram? Ate thege any umversally accepted

‘criteria for vocatpnal program. -quality?,

A ‘recent study conducte by the Center for Vocgtional Educatlon at The Ohio
State University (April, 1975) elphi Tec}\nlque to help develop a rank

ofer of agreed-upon criteti "for vocational program. quality.’, |

~ Using two rounds under z\e Delphi format 66 criteria for quahty were ranked by
more than 500 vocational ediicators from all Ievels of igvolvement, .

. Asone might expect, thé number one criteria was “Program content is current with
occupat(onal practice.” It has beep traditional to examine and re-examine vocational
program content with craft commiittees to insure that this cr|ter|a of quality is present in
all vocational programs. -, | 77

" However; oncethey are employed, vocational programgraduates are evaluated
from a number of points of view.and the  evaluatjon involves more thin simply the .
vocational tasks performed. In fact; students who are employed in largeragencies —
such®finsurance companies, produttlon industries, health services and retailing busn-
nesses = often find performance evaluations relate only in small ways to specific job ..

~ skills. Factors such as interpersonal relationships, persohat appear‘ance punctuality,- .
‘motivation, and self- direction are»‘g?ven hlgh prlonty as part of the periodic pe/for-

mance review,

+ Another study completed by the Unlvefsrty of Tennessee (Porreca and Stallard,
1975) concluded that “affective domain compétenc:es of students-appears to be as
:mportant as cognltlve and psycho-motor competencies :n vocat:onal—techmcal
education.” - . > e
' Thus, while vocational educators are dunte confrdentj:at the specnflc vocation I
skills taught in a giveri progras are “current with occupational practice,” we are not °
fully aware gnor are the students) of those other-aspects of the world of-work- enV|ron-
ment upon which our gfaduates wibl be e\(aluated

To continue to dewelop quality vocational programs, we must know the full extent

of employer expectations above and beyond specific vocational skills.
It isthe purpdse of this research to learn of these employer expec,tatcons and
accomplish the féMowing two dbjectives:

(T{ To determine current employerpractlces in personnel performance evalu-
[
- ation in New Hampshire.

(2) To mform‘vocatnonal teachers and gund‘ance cou nselors of these employer '

practices so that tgey might make program or counseling-service modifi-
7at|ons to better acquaint.vocational students wrth thesepractlces
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* learn of their current procedures in employee evaluatipns. These interviews were held .

" .

A ' ' Y Jo L
- MethQdol R
:‘ -. . - * * - . -
: . . ”': N * ‘ . ‘

For‘the results of this study to be useful to the vocatlonal teacher, ﬂrst hand kno ; A

edge®f the actual methods employ.ers currently use to evaluate their employee‘s was
essential’ = - .

. #+ The best way to gain this mforn*{atlon was through face—to—face interviews with the
pergonnel departménts Which have the responsibility for hmn\of new employees and
evaluating existing emgloyees.

Intérviews were c8nducted with twenty-three (23) employers across the stateto

“with businesses and industries of diverse size and geographic location — industries rep- ,

resentative of the gccupational areas for which vocatichal education prepares students.
The intervigw process offered employers three methods of provndlng data and

materials: . ST .

. (1) Employers msponded toa stan dard set of prepéred questlons
(2) Employers ‘offered open—ended comments about therr method of |

employee evaluations. - ., , - ) -
v+ + (3) Copies of evaluation materlals which employers use for employee evatug- \
_tions;were obtained. . /

The instrument used in the mte’rvnews posed the following five questlons for
directing the dlstussmn . -

(1) Does your company/organnzatnon use a written evaluation form whi
deals with the performance of your employees? If so, could we ple

: a sample copy? . -
(2) In hiring new personnél’ what are the six basic factors  you feel are " ost !
portant? . '

.o _yout company/organlzatlon?

(4) Who is |nvoIVed in these evaluations?

(5) What gre the most common reasons for termlnatlon of anemp jyee?

%
naddition to these standard questions, each personnel representative was asked ¥ -

.torgnk the relatlve importance of the following ten factors of work attltudes’

4
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) R ' 1 PERSONAI. HYGIENE AND APPEARANCE the person fsapproprrately\
AR o, . _+ - attired. A
R W‘Z TRAINABILITYrmverson atceptsronstructi’\?e criticism, followsmstruc-
- N . tions willingly and performs consistently:
. ’ 3. SEI.F-CONFIDENCE' the persons believe thecr own actions influence future
- . ' events.
".‘, . , 1 4. RESPECTEUI.NESS the person respects co- workers supervrsron and property.

5. TRUSTWORTHINESS the person can handle information drssreetly and
respects confidences. .

——

A Y OPTIMISM the person expects good from people and satlsfactlon from the
- natural course of events. - -y

-V 7. WORKING%:EXIBII.ITY the.person is willing to work hours rec'fﬁested ison
: - trme and is present all days required. .

8. RESPONSIBII.ITY the person is able ta handle responsrblllty justly and able
-~ to, work under stressr

o 9, AMBITIOUS the person Ts striving for advancement or growth. B
, o " 10. COOPERA‘[IVE: the person is able to work well with others. . PJ

7

P . Twenty-three employers (see Appendqx A) were rdentlfled and interviewed - In most
.. . cases the personnel representative hired from twoor more of the vocational education
areas. Forrexample, a large electronics company might employ secretaries, engineers,
s . draftsmen and machlnnsts .The employers were selected based on these consrderatlons .
‘e Located in New Hampshire ‘ -
o All vocatlonal educathn areas were represented ) -
3 : ® Both urban and rural employers were rqpresented -
' ® Small, medium, and 1arge employers were represented
- . In addition to the |nteméws tH®researchers also attended professional meetings.
(' of personnel managers and participated in training séminars fof perspnnel. From these
) we were able to gain perspective anid insight into the tasks petsonnel managersare
reQuured to do. Efiployee evaluation is critical ause so muth is at stake —.for the
- . people re;e,cted for the pggple hired, for the pe ple promoted and for the people

ffred
The interviews were designedto find the answer totwp basic questlons o
- S . (1) whattechniques are being used during the mter.vrewr'mng process to
: ‘ N . determine which potential em ployee to hlre? r

" o T - (2) What technigjues arg benng used once an employee is on the |ob to assess
- . his or her patential and performanqel < '

-
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/There are many morequallfled appllcay;\ts applylng for most |obs than can pqsstbly
-y . y b?hued Personnél management has adifficult task«in finding the best person for the
company The definition of “best person™is aperson who will be an assetto the " ¢
i - 1 company — one who will stay with the cornpany and work hard. Personnel people are
® . tramed .in the art of communication-questioning skills, listening skills, and understand-
‘ing non-verbgh.ommdmcatlons It is their job — within legal confines — to gather as
- . -much information about an applicgnt4n order to make'the best possible hlrfr@ decision.
- , The job market in New Ham;Snre continues o bé very tight. And the new \
\ vocational graduates enter this market with some strong stnkes agannst’them
. Specifically, the graduates are: ot SN
. ¢ ° Yogng : . , ~
L * Inexpérienced ' ’ )

N

. « ¢ Statistically not stable on the 1ob D ' .

" Vocatibnal tedchers have the opportunity to thange these deblts to cred:ts Our
findings clearly indicage that graduates who know what they want and.what they have
to offer, and who have cultivated human relations skills, will mterwew effectively and
be more successful in landing a job. b

#Our findings are extensive and will be pr;sented in three bro d areas <
_ I. £valuation prior to employment — “How to Get.a | b”

’ . oo Evaluation after employed — “How to Hold a job”

e III The Importance of Work Attitudes

3 - » g B
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4 H@wtoccthob -
\j Eualuanon Prlor to Emploumcnt

~ 4 . ot . 7 . L. 7 s 5 .

. . The minute a vocational graduate makes contactwuth a potential employer, thé -
evaluation, precessbegins. Thus, competition for jot;sbegms long before a person even -
has the opportupity o demonstrate his or her vocational skills. Graduates ¢ of vocationat.
L ' programs, therefere, requite skills in the job interview process, if they are XS i improve

. their chances of obtaining the job they want. Actual forms which pe:sonne1 managers
use in the interview process are avdilable in AppendjxB. -~ . -« =
In many organizatigns the lntemew process ltseff has a number of steps begmnmg
with the initial contact with the receptionist.

When the job applicant is brought to the.company, sometimes the personnel _

receptionist will “code” the apﬁllcatlon form with 3ome brief general |mpre5510ns of the -

- applicant, The receptionist may alsa choose to pass the application on to péersonnel or
. T fileit away , . . ‘

. o " ¢ A o “.
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The second step is usually a meefing with'a member of the personnel.department.

The purpose of this stage of the interview process is impoytant to keep in mind. Here the '.,
- applicant has a chance to cpnvince personnel that he or she has the necessary

7

’ . ! v - f l . ﬁ-
- o ) . o

-, this time a mutual evaluation of the employer-employee relationship and the job

qualifications and-is theri person for-the job: Personnel managers lookfor the - R ————
™ relevant information needed toxmake the hire” reject decision. The interview wnth | 3
personnel ushally emphasuzes identification of work habits and attitudes. Specifics .

being cons:dergd are apt:tude personality, motuvat:on andcharacter. Personnel Will be .
"ajert to the manner of response padses that may indicate avoidance of critical issu
and will investigate further in these areas. In essence, every possible factor is
considered by the‘interviewer and then eValuated. It is his job to'decide if the jab
specifications and the apphcant’&s ills will match.
The third part of the screening process is performed by the department superwsor
who assesses the applicant’s specific job sklla%chus interviewer also assesses work

+

attitude factors. Personality, tra:ts often pl n important role — it is in the com-
pany’s best interest to hire a’person who Will be anasset, a person who will 'get
along well with other employees. - : ~
, While vanatlon§ in the evaluation pnor to employment often occur, affective
domain competencies are always considered. Sometimes an informal score cardis .
mamtamed on each applicant with all interviews being recorded, Such a record’s - ,
7 |mportant and valfuable when large numbebs of applicants apply<or a given positian. *

. This pre-employment record is destroyed as soon as the applicant is hired or rejected.

The personnel workers in New Hampshire are fully aware and rquectful of the legal
structure whg:h restricts the questions job applicant is required to answer. In fact, it was
$u ggested that students be taught the laws governing equal enzployment Qpportunities.

. -7 . \ [ ( . | . . h ’:\' .
\ . HoL to Hold o Joo: N
Euoluonon After Emploumcnt :

\ . S
* = )

Personnel evaluatlon after erﬂﬁ’oyment is a more extensive and formal process
Nearly-every employer has a probationary period for the new employee. During

environment takes place. It is understood that during this perlod either party can termi- .
nate the employment with no recriminations. :
Most employers have required, procedyres and forms which are used i |n periodic
employee evaluations. These forms show clearly that employee evaluations hinge . e
_strongly oirpersonat and attitudinal factors'as well as cognitive and psychomotor skills.
Most New Hampshire employersevaluate their employees for three reasons: pay
raises, promotion, and personal improvement. Evaluations for these-purpases are
usually performed at the same time apd with the use of the same questionnaires. Some
employers, however, believe these evaluations should be done separately to allow
employee growth and developmépt to be emphasized and sepatated from salary and - 0
promotidbn c0ns:derat|ons o . S S

a »
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vy, 'L)ere are three dlfferent types bf 1ob eV7}uat|ons perfom&e‘d One for hourly wage a
» positipns; one for salated non-exempt, such’as office workers and technicians, and one

1 , for salaried exempt or managérial positions. ﬂ\e,affectuve domdm’ tompetencies’ appear ’
; wbemvreimvcrtant‘mthesa[aned positions: -~ e Ry e s e

 Inallof these positions the evalua@mn usually begins with the immediate

. . su_pervusor Some instrumentt used are included in Append:xC The criteria used i in-
clpde cognitive’ psychomotor and affective dontain.competencies. The.em loyee’s .
.* 77 " evaluation and Kis supervisor's evaluation ara then compared and a decision is reached - ‘
. " concerning the pAy raise or promotlT ! . P ,

-
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1. PERSONAL HYGIENECAND APPEAR-

. ANCE: the person is approprrately
attired.- .

2. TRAINABILITY: the person accepts
constructive criticism,
follows instiuctions !

.. - willingly and performs-
. consistently.

s 1Z.
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3. SELF CONFIDENCE the person be-

-~

v

" jeves his own

" actions influence_ .

futufe events.

4. RESPECTFULNESS:

the person respects

) co-workers, per-
- * ¢ visionand
.o N property
5. IRUSIWORTHINESS .the person ca"r
handle infor
. oL . tiondiscreetly

and respect$
confidences.

6. OPTIMISM' the'person expects good .
" from people and satisfac-
tion froin the natural
caurse of events. - -

7. WORKlNG FLEXIBILITY: the;jerson Is_

willingto *
work hou'rs .
requested is *

’-fv , A
l b - on ttme and
, is present all’
! days re- ",
. quired.” -

8. RESPONSIBII.ITY the person is able tT
handle responsnbll(ix'
.“ , ity justly and able to
work unde stress

9. AMBITIOUS: the person is striving for
Lt . advancement or growth,

10. COOP;RATIVE .the person is able to .
work well with others.

;.ﬁ —. 10

*
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' An analysus of thé-above table indicates: - - . a ' .

Y .. e Thadfactoss of TRUSTWORTHINESS anchORKINC FLEXIBILITY ere rated . oo
‘ the highest in terms of employer importance. ' '

Emale e 'ThefactorsofPfRSONAtHVétENE and APPEARANCE, RESPEC T‘FUtNESS . ‘ ©
and COOPERATIVENESS were close seconds‘w : :

. -'
{ . . ® Other characteristics added to the list in the “other” category |nvolved being

. e ' Dependable, Hard-working, Economic- minded, and Stable. . —- ) .
: 4 ® There were a number of occupatiens with specufuc characteristics which one
) mlght éxpect, suchas: , | &
. .. ™ Personal hygiéne and appearance were extremely- 4mportanz in ’
’ e health related.occupations as well as business and office -
R P ' occupations.
’ Trainability was ranked very hlgh in'the manufacturing and}echnlcal
Jndustries. . . ’ o v
Self—confldence was a factor which employees looked for in |dent|- ‘
- - ) fying future leadership potential. ' £

o ' Responsnblllty was another factor in |dent|4y|ng Ieadershlp or super- v
] .- ) visory potentlal . : ) . ..

f . .
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v is study has d‘é}}nonstrate,d that ifa vocatlonal educatlon program istobe  *.

\‘cbru.fdered “cht entzv pgg\patronal practice,” there must be provnsron for instruc- "
' t\on of work”H'at;rts attntudes and |nterpersonal communrcatron skills,

~ -as part of the pi’ogram v

. When asked if they addregs work habr‘ts and attltudes in therr progtams, vocational -
teacbers and counselors usual?y indicate that these conceptsare implied or discussed.

all the time. In fact, some of these actz]rs are part of the grading process 0wever,\thls -
is hot enoygh. If our vocatlona1 program graduates ate to pe fully pfrepare for enterrng
and maintaining employiment;~a more substaptral instructional effbrt)n the teachrng of.
work attitydes and interperdonal relations is requrred' - Loe e

-

Suggestrons for- teacher action: ' l ,
‘(1) Vocatnonal programs should have explicit instruction | |n personal develgp- .

. ment incfuding woik habits; attitudes, and mterpersonal conuqumcatro'h .

© gkills. St

(2) Vo&ro al stuglents must receive flrst-hand experrences mjob seeking ‘~
s1<|l.l§\ T%can be aocor"npllshedm a nymber of ways, such as;. ., -
) ] tudy, complete, and drscuss sample ]Ob applréatron«formsias .
S .z those in Appendtx B. . . .
b. Vie fllms on thajob interview’ process ' . )
c. R -play the.job mtervrewthh fellow students and mstructors

.d. lnvﬁte alocal personnel manager tqthe classroam to drscuss the
) job interview process and to demonstrate (role-play) varrous mter-
Tl mvrew situations. e . -
e. Asf»rst the students inariting a resume . -
(3) Vocatighal, students must be kmowledgeable in thepurposes and methods -
’ whrch Z‘knpﬂoyers use to evaluate théir on-the-job performances. The

, acluded in Appendlx C provnde anumber-of examples of actual -
Lt e reva.luatr' ,nnstrurnents currently used by employers. Thesé might.be uséd "

) by-stude 5 to seif-evalua,te their performance in the'vocational edutatron

~

(4) Vocat?onai teachers ﬂrould have aceess to a wide’ varrety of m:{frdctlonal
materials an§ media which address the areas of'career and personal - % *
deve opmlent Commercral productron of these materrals has increased '

' dramatlcdlly over the pastfew years and their cost is mosteasonable.

. - While so;ﬁe()f the materlals are designed for specific:vocationat areas,

»* most are eneralized and can be used in a variety of.vocational'program _

ateas. A -omprehensive Bibliography of mstructronal materlaﬂs far teach~

-’

o

: program. e .

"~

Lo ers appears in Appendlx p. 2 S S
. (5) Feedbn k to students enrolled in vocatronal programs should mclude \
. information op work habits, attitudes, ahd mterpersonal skills as well as A
- - grade reporting on program content and vocatlonal skifls. =+ .7 - ’\\
.. N, < a <o . . -\\ .
’ ) / .ot RN ; - .o - . vt
. s Y - . ‘ Ct ST, ‘ .
‘ a . v 12 . R - . . %
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LIST OF EMPLOYERS. INTERVIEWED
. -, 7.

- "‘{ . .« ¢

Aruitoxt provided by Eic: - .
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. St. Joseph's Hospital

.* Sanders Associates, Inc.

A1vitne High School
Ashd;1ot Nat%onaTqBank
- Centronics S
qgﬁééhire Ehp]qyment Agénci
Chéshire Hospital
Dqﬁértment ofiEmp1oyment‘Securify .

Hogaﬁ‘s Florist .

7 Homéstead Woolen Mills

Jordan Marsh R .
Keene High School
_Keene ‘State College
Kingsbury Machine Tool Corp.
« " R <7
Manpower t
— ‘ .
Markem gorporation

Mi11_End Store

shua Corporation
[}

National Grange Mutual Insurance

Smith Plumbing & Heating

Teledyne Eléctro-Mechamisms

»

Uni;ed’States Department of Agrigulturéi,

. Nea@tgau’lncorporéted
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o OUR EMPLOYMENT :POLICY — £QUAL OPPORTUNITY FOR ALL WITHOUT Dis;
» - -
. - EMPLOYMENT APPLICATION CRIMINATION BECAUSE OF RACE. COLOR. CREED. SEX. AGE OR NATIONAL ORIGIN. .
: M a
LAST NAME 1. FiveT NAME . MIDDLE (MITIKL POSITAPN APPLIEO FOR HOURS AVAILABLE (BE SPECIFIC)
' T " p . TS .
; ! N ’ . - " 12 . © FULL TIME ¢ PART TIME
- APpORmNSS R CiTy STATE zie * OATE OF APPLICATION - ARE YOU UNOER 18 YEARS OF AGE? SOCIAL SECURITY NO.
| . e .
° - CC 5 . A . ves] - wo] Y
. o
© NEAREST PHONE % 7 - .
- a 1 00 YOU HAVE RELATIVES OR FRIENOS In TS CaupaNY? O O 13 IN CASE OF EMERGENCY = NOTIFY . -
17 80, STATE NAMES. RELATIONSHIP ANO OEPT- ves . —inwno - -
: ’ - . - NAME - N
s . ¢ s
R T N . . . - - — «
° . AOORESS . .
—_ - L4
PRESENT OR LAST SCHOOL ATTENOEO- NAME CiTY sTATE
3 = . - PHONE
- ~
. » . - .
. = - .
X ' DATE FINISHED nouut . | meHEST GracE OR cLASS cOmPLETED PHMYSICAL MANOICAPS.SPECIFY L) N . .
3 . : 2 O e’ - : - y
. o v:s NO -, . R . ,
L] L 2
ovnll'?HQOL',nlcn $CHOOL OR GOLLEGES ~ . . . -, ot
4, - — ‘ N (3 ‘ .
. L . . - T - . LARE YOU A U S CITIZEN? IF U S VETERAN STATE TYPE OF OISCHARGE
MAVE YOU WSRKEO, AT ANY OF OUR STORES OR WARENOUSES IN THE PAST? )
s N . - ! - Y
. WHERE s M N L7 D D y ’ i
# WHSN . 3 JOB TITLE YES NO . -
. "““’.' YOU APPLIED FOR WORK AT ANY OF OUR STORES OR WAREHOUSES IN THE PAST? HAVE YOU BEENCONVICTEO OF A MISOEMEANOR (EXCEPT A FIRST CONVIETION FOR ORUNKENESS.
- . .
WHERE M o » . WHEN * / 19, SIMPLE ASSAULT, SPEEOING MINOR TRAFFIC YIOLATIONS . AFFRAY ANDOISTURBANCE OF THE PEACK) ;
WITHIN THE PAST FIVE YEARS?
BPECIALETRAMNING OR OFFICE SKiLLS . : . - D . D
7 - ‘ . . EXPLAIN NATURE OF OPFSENSK: ve NO
. .
B = = : "MAVE YOU EVER BEEN.CONVIGTEO OF A FELONY? .
‘" " SPORTS OR HOBBIES o . v . P
* o . o ty . ves D . NO D : -
. ' . ~ . N . -
. WNAT PROMPTEIO véu T0 cohl: INT-PLEASE s.,ll? OETAILS AS TO NEWSPAPER AOV ISING OR COMMUNITY EXPLAIN NATURE OF OFFENSE P > I 4
t
#” 9. ORGANIZATION REFERRAL . MAVE YOU BEEN' CONVICTEO OF SHOPLIFTING (!ARCENV) THIN THE PAST FIVE YEARS?
. ’
v - . . . . 20 D D . . -
. - 4 - -
hd - R « ves NO . . Y a N -
- o . - . » . ?
o - . R IF_80. GIVE OETAILS . A N
| PERBONAL REFERENGES RAME b I ADORESS i ~
/ ‘10 ' . ‘ . : s . ’ . -
. - P - i . ’ .
NAME TWO - NAME P . ADORESS [ . K : '
- - . . . ” A,
$ o) N h! . '
v ’L‘?l LIST ANY EMPLOYMENT YOU HAVE MAD IN THE PAST TEN YEARS. s W v
TR R . . - 4 . .
‘ . - L 4 . . - .
hd n fo— = et
¢ -
"PRESENT OR LAST EMwLOYER . ADORESS vou;t POSITION " OATE STAWYED OATE LERY- SALARY nEASON FOR LEAVING .
. . . ~ o v " . .
y - o D : . . . - . . d.
NEXT LAST EMPLOYER N - \ v ) h . T
. . '
N . . . . ..
r C - | R : T - i
T NEXT LAST EMPLOYER & + \ T ¢ , (‘? .
’ g P N . - . N . ) .
s Fi [ £ dg- —_ —_——
NEXT LAST EMPLOYER. R s R ¥ . . ! T - ; Y -
.
. . . . . -
o . e 1. \
+ > - s - — e — et - - _ -
NEXT LAST EMPLOYER s - . . B . A\ . .
. )
“ . oo . - : s ,. ' . - o . P ' .
. -~ , 0y -
' il - . . . — 4
I. HEREBY CERTIFY TO THE BEST DF MY uomﬁ.\no BELIEF THE ANSWERS MAOE HEREIN ARE TRUE ANO COMPLETE AND ! REALIZE THAT ANY OMMISSION OR FALSIFICATION WILL RESULT IN MY OISMISSAL 1T 18
A°" O THATMY EMPLOYMENT IS, wiTHOUT ANDYIAY BE TERMINATEO B THE COMPANY OR MYSELF AT THE O|SCRETION OF LiITHER PARTY 1N MAKING THIS APPLICATION FOR EMPLOYMENT IF I8 UNOERSTOOO THAT
7 AN INVESTIGATIVE CONl‘mﬂ REPORT MAY ‘!nlmﬁlo WHEREBY INFORMATION IS OBTAINED THROUGH PERBONAL INTERUWEwWS wiTh VGUR NEIGHBORS. FRIENDS. OR OTHERS WITH WHOM YOU. ARE ACQUAINTED THIS
moul" INCLUD '%“ T{gn AS TO YOUuR CHARACTER GENERAL REPUTATION. PERSONAL CHARACTERIBTICS AND MOOK OF LIVING YOU MAVE THME RIGHT +TO MAKE A WRITTEN REQUEST WITHIN A unonnul 7
, PERIOO OF TIME TO REG {ADOITIONAL. ,DETAILED INFORMATIQN ABOUT THE nuuu ANO SCOPE OF THIS INVESTIGATION 1 AGREE TO BE BONDEO AT THE COMPANY EXPENSE . ;
| HENESY ACKNOWLEDGE NA“QNG &cuv:o NOTICE THAY PAYMENTS OF wom:n N'S COMPEINSATION MAVE BEEN PRQVIOEO UNOER CHMAPTER 182 OF THE 5nn°1’ATl° LAWS OF THE COMMONWEALTH er MASSACHUSETTS
By FNQVIDING FOR sELF INSUR C‘ UNDER $A10 CHAPTER . ‘ ’ . ‘
. - . .
AN APPLIGANT FOR EMPLOYMENT WITH A SEALED WECORO.ON FILE WITH THE COMMISSIONER OF PROBATION MAY ANBWER ‘NO REGORD WITH RESAKCT TO AN INQUWRY MEREIN RELATIVE TO PRIOR ARRESIS. CRIMINAL 1
o APPEARANCES OR CONVICTIONS AN APPLICANT FOR EMPLOYMENT wWITH A nuuo RECORD ON FILQYWITH THE COMMISSIONER OF PROBATION MAY ANSWER 'NO RECORD) TQ AN INQUIRY HE CLATIVE TO
EK RRESTE OR CRIMINAL COUNT Arnmuncu ' . - . . : , . . «
- T . . . . -
- . el . ) .
’l , [ : ) ‘ Vs L r? T L .




< . ‘ - * s . , N
v v <o ~ ' : ) . . ~ .
- ' R . “ R ) - N
? - ‘ ‘ .
: PRE-EMPLOYMENT MEDICAL HISTORY QUESTIONNAIRE . DO NOT g/RITE IN THIS
T nave e My IF YES - EXPLAM ’ = ) ves *JIF YES - EXPLAIN L .
HAVE YOU EVER oR RO = [} on i - . N . A
| b o 0 ,T - . A - : . .
: " y . 1 . ' . . . \ L3 R
h Y - . . ¢ Received 'odmon': Compensotion . . . * . A4
. Beenoperetédon............ L . . = . . .
‘ -
a Been r-ucnd for militory service ‘ . .
B8én edvised 10 hove . / P for heaith reasons ... ... 7. ... i . S'arﬁng Date_:
YO OPHENON L .. eiee e /N : a , . 4 ' .
P , . . N - ‘ Been dischorged from military . ’ vy - : . -~
I service for healvh reesdns .. .. ... -— !
. . . 4 .
_Been seriously inqwed .. ... ... d 3 . . : . S N
¢ . & Received o pensron § duubﬂ"j e * . D‘paﬂﬂfcl‘“' N
. - .
Been refused smpioyment ‘ ‘ ‘ . . f , L
lor hegith reesons EREE . - - . #
‘. . - o B’.n refused life insurence . . .... k }* - L . B
A L ‘ . -
. Been ferced te up @ 0b: . , Been uncble to perform usual duties N N Number DN . P
l beceuse of heoith reesons . .. N . becouse of 1liness or accident for L \ - » . S
) v more thon | wk. dung past 2yrs. . L A N -
.. Been refused o driver's hicense ¥¢ ) ' . e, 0
for heolth reasons ... .. e A Posifion. - ‘e
. r‘ [ * . N R . ..
¢ . » ves | ves ves "ves . N
. OR %0 OR MO OR %O OR NG 'Y N . N -
- » . . ‘ R
] . i} - - . . | v N . .
* i Heve you ever 1njured youy' back . . ° ho;mdn, 'lw. Have you ever had fits or convuisions Do you weor centact Tenses . . . N S'affl Sala':' Con ol *.
8 = - . - . . L
Hetve you.over yrn o beck begce . . "a‘h wuu "J 4| Have you ever hod o heed imwy . .. Do you ever yse e heering aud . . B L] . = /s .
1 . , ~ . . M S ¢ . b
) Have you ever worn o knee brece . . y—{ Hove 7°""'""°"‘""'h ' °""°| OK'you need glosses 1o "d . Hove you ever had nerve trouple. * . ;d b e,
. . . v e N Ve 1 4
- Do you ever weor g truss . ... * Hove'you ever worked in a dusty 'udo [ Do you need glasses for distance. . .. y Da you toke Mdn:,m:,ngululy . ' Em‘plox Y ' ., * . ’ v =Y
. . . g > - - .
e c . . . . . - . Ll LN . \\ PR ] .
’ > y s . L.
’ Y oy E " lowao res . * . ves |. o P for e Y et
HAVE YOU EVER HAD , . on 5 ’ Ry LLEY . Jraining__. :
Dmbm- RN < YrbmculosnovumeA . . Heart trouble Y “+ . N Anhv'm. ey It . ) . ., N
- 'Hi'h Uocd Pressure R Nervous Disorder . ..ot " Cencer cegreeee . & Epilopay % . ... b . f - ‘.
0 — ' . s ! a "~ : ) . o .t -
° '] —‘ b . ¢ . » * 4 ' ?
.. . . ves ves . ves . . ves . ’
' »  MAYEYOU EVER HAD °{"° . * R , oF wo * Jerre . jof_wo | | P :
. . s . . PN
A“."l‘l.ﬂ' rductibns Yo drugs . .. Moy Fover ....... «.c.coeecenn .. Rheumatic Fovel . . ... ... AP ? | Urinotion diifficulties K] AR N v . s
! Asthme g *e v'. e Heoddzhes (frequynr} . ... g 4 *'nou of Breoth ., . ...cc..s Voricose Vo‘Am; PR ! bl > . f
N - i ~ - : v ~ » - s
+“Biood or Suger imUrnine ... ... i Jawndice N R B /f . Skin roshes or Eczemo .. .. .. 4 ~ N o / , .. It
. . . : k> - . . .
" Cough (frequent or chrenic) ‘,»'\')/ Joint garns .. ot K . \K“:Ch or ¢ ' ke | L. : ' .' A vt LN N
Feinnng spells or diaminess .. e> Poralysis ¢ovoenn PP - Swelling oH/uJar ankles e ' N e ¢ ) e o
. Ty ' - - - ¥ " - . " e
' ' &l\w litmesses . : hd . \ > > ‘ N TR S A . vl U L. *
[} . . N } - (- o . . . 3 ot . e
) ‘ {/ : /' = O 0 - o . , W] i , " - "
< 1 2 . . .
. ~ R R - ,C - . . : - » s .
. . vis of nd - . [res omso A .. o . [ . N
IMMUNI ZATION ‘ « - a - g ST . .. e -
[ TETANUS(L“‘,.-) * R Date POLIO’ Dote 2. Type - N .. ¢
.. N = - : . ; v ,
‘ -  THE AlOV 'I’A'I’ MENTS ARE TIU! TO THE IIST OF MY KNO'L!DGE | UNDERSTAND TRAT ANY MISST. MENT OF FACT IS GRQUNDS FOR RELEASE. 1. . \ e
. - .
’ | AM WILLING TO SU It TO A PHYSICAL llAmuAquu A; THE REQUEST OF PrE srou: MANAGEMENT AND IF ONE 13 GIVEN | AGREE THAT MY CONTINUEO TMPLOTMENT MAY" o ’ .
#E CONTINGENT ON THF RESULTS . . . ' ' Lot
‘e . - . . e € ~
‘ ., s ; ~ . SIGNATURE OF APPLICANT ’ R i - - . v
NOT un! BELOW THIS LINE & - : , ’ J . 1 9 - ,
3 .
l: MC ; AR - N O T Py y . - . . ,'
. L4 . ’ " , . N RN
! ° ] ! “ - . . .
. . . , . P oy .
X L , e SR
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. TELEPHONE CHECK WITH PREVIDUS EMPLOYER

B
‘Applicant’s Nam‘e - L. Type of Work
. Former. v K .- '
Supervisor X ot Title Comp
./ ° - ¢

.

]

Vlhen did_ he work for your

‘Hhat was h1s job when hq started?
When he Left’

 This is (your name § title)
applied to us Yor a job.
Do you renenber him?

(Company) -

(Hdspnal) 7 From

o?

Y

-

t B
Phone_r_

(Applicant's Name). has

@D

4
<
14

To

I would fike™ to enfx the information he has gven us.

3

5

\1' "

N

/

* 3. He says hewwas earning § /  per’ . Is that correct? Yes "No:$ :
t - - ) ' ’ ' ~ ) R S
4. " How "hard a worker was he? . ° . x ) s
' ‘ ' _Industrious? ' " Wariable? ‘ R
5. How goo_d was his “work? c__. ms % L ) - .
v Carefuldr Quality,Conscious? - oppy?,
, 6. How.was hds attendance? N L Y N
o . » Chronic Absentee?. Health Problems? Dependable?
7. What was his accident record? . A <, ] ,
' ‘ - . Acciden; Prone? - “Safety Conscious? ; ‘
8. How did his get along WLth others’ | . ‘ L
. S Easy to work wi B.? Trouble Maker? - Moody?
. , , X P ,," .
1.9, How was he to superv1se’ : ' . .
.1 Easy to handleZ Needs close watching?- | Resistant? -
Lt . ) s , -i/(“ ‘ M ' ‘ N . ‘ . . ! -
.10. Why did he leave your Hospital?
- : v Anythigg uad’qi!rable" . L
‘; ‘ . " ) ' . ‘ ¢ =
11." Would-you rehire him?  Yes . No - Why not? o
.. R L 3 ..
' » - — ./' — . .
12. Do you .know of any special problems he has--such as drmkmg, gamblmg, money,/
' health or trouble at home? _
. ‘ 'f L] '[ i Y
COMMENTS: . * I - ] ,
. e »
DATE OF CHECK _ MADE BY i — TITLE
[ 1 ¢ ” ) a
\)- ‘ -.,20—- » , \ Q&\ ‘ -
3 ‘ 20 - ]




CEVALUATION: SHEET.

DATE:

o

PERSONAL..’...............‘.....

Apmmnceofoo.’.ooo’on‘o.o’oooo000

P

Friondlin'e;s &,Agreeableness. P ..

Basic Energy Level L
' (Visuol-]nterview) cee i
3 ’ *—j____m
Phys‘ical Condition.
"(Any Noticegble lelfahons)

JOB REQUIREMENSTS, . ...
;‘Exp‘erieﬁcer.............‘

T oStability — . - e
, (Overall* LoD gevity Prevlous Employers). e L

. . v
' N
’ .
: i .
‘.
- . .
‘'
. N B

- 4

MISCELLANEO’US eveeensons | NoPRroblem -
7 hw%'"".00000-"00',0-0'.0‘.. R

Mlmory Closﬂﬂcoﬁon ceen s j ceee

Tropsporfohon‘....:..............'.
AV&”OB"“Y.. o‘o_on LI I 0‘0- e oa'o?».

h

]
. b -

REMARKS

.o

L}




B N

 This applicatiit st be i your . g0 y Lg ) . . - FOR OFFICE USE ONLY
corieg > | - Rpplication for hﬂ&ment vl P
| To receive proper consideration, | T N '
- all questions on Both sides of this- 4 m? ‘ T, . \ . Application -Accepted........cccccceveeneee. v
form must be fu"“d' - N Dgt.. . : ) . Clock NO.....eeeeomeesemerras e
. . i , ' ' '
3 EY e ' N . - - ' * N SOClAi ,. \ [
Name in Full - S - i vk A .
. - ¢ \ PLEASE PRINT NAME om.v - .. Owa %
Present Address. - LR ; . Phono{mbox% \ wﬁ\
. N . , : : ) . "g"m A N

3 I§ d - State, +GCODE

S = . " - T " ,;,)-1\“& \( X

. How long bive you lived in this City?. ... _in this State?.. ... .. Are you a citiven of United Stwtes? "o ... ...

Lasgt previous address s i - > ¢ -

te of Birth _ . ‘ / , L

Date 4 By i - _—- l'llo‘iq?t : - Weight . ’ Scf - 92

Married {J+ Single [J Divo:cod [:I Separated (] Widowed 0 ., \

How Maay Persons do you Support? Wite_____ Children____Others : ' \

L 3

Have you any “ad.un.'/ business intorut-? ,,,,, ey Explain { : \ Lo y

- Do you owp your home? .. ...Do you own other Real Estate? - ... Yo you own Automobile ?~\_
] - Y - N . s N

Kind of work desired v e WHGGES Expected. ... ﬁ'

. Previously employed: bere?’ Fromq’% — ...to __~ Dept.. . : '
Have you Any Relatives or Name - - : s z -
Friends in Our Employ? . T, ) v ’ -

g , ahe . i . d -
In case of Emergency notify : m. —a S Phone .
EDUCATION Name and Lecation of School ade, General  Special Graduate?|  Leaving .
. ! - . Mo. Ye.
Grommar School v | . ) - . . .
High School - ‘ .
College or University ) . ’ : l )
—', . N . R - e *~
Night School el K. ‘
B § , Business . ' .
sz.;upondone- gchool . o l -
" What Foreign Language do you understand ? S e
Have you served an apprenticoglhi‘f? a . How lo'n?'? Trade ?.. '1
Where served in U.S. ? R When served? . L o
" _ Mechanical Experience or Business Machines you have operated -

...... ,"

Al qualiﬁed cppuconu will receive consideration withat relfard‘1o cqe race- color. religion, sex, national ongin or military status, |

-

o ] _22_.., o .

00 <L




. ‘.

*

‘e

e

D(PLOYM!NT HLSTORY - Give Nuhu and Addresses of ALL Previous Employers (lnclndlng civil nrvlbo)-
1f you are now working, present employer and reéson for desire to quit must be inchrded.
Alse givh reason for lapse ol time where a period of termination of one place of employment does not fit into the mext place ®f smployment.

Employers Name and Address " Kind of Work prages | soxtey | B9i® | Reasoa for Leaving
A L / . -
. ) ? ) .
. - " :‘_' . >
T > I . / - )
1 / i
. \ - 1 -—
> A . ’ -
- » ¢ ‘ . .
. ~ .
What Physical Defects have you? . . . .. ... . e e e
Were you ever injured at work? Natute gf in’iury ! ._ e .'....._z.;;m..
- Do you Wear Glau’l? ,,,,,,,,,,,,,,,, , ________________ T I your Hearing Good?_ .. . . S o Your Speoch? \ -
Additional Remarks: ; N T DRSO A
. Om.l - ;‘ ‘ * e T n e B -- '
. y - "
[~ : |
Have you ever lorvod in the Armed Farcu of the United St!t”?%_ P U UL S
State Rank and Branch of Semce . . I
: 1 - """ e { ’
Aro you now ompl ? Where? . I e e e "
1 agree ﬂnt any false statement in this |ppllcauon shall be sufficient cause for rejection or dismissal. .1 h'roby grant
to investigate any of the information included in this application and to submit to medical examination if re-
qukod The use of this blank dosy not indicate there are po-ltlom qpon and does not in any way obligate this Company.
Witness . ... . Here s o . .
* Signature of Applicant .
DO NOT WRITE BELOW THIS LINE - .-
INTERVIEW (Yos or No) ... . Date s Hotr oo .
Result of Interview . . . . .. e e e e e e e e e e -
- , A
‘ ] ; N . - sgreenes mmeesseas -
" x - T, - .. . © e -
. ] :
Acosptadble for Employment? . Starting Rate . .. . _Starting Date . Shift ...
. \ ) . - ' -
et rLDepte e ." . ...ClockNo. . . _ .. - ‘
Employed by B
53 TS
. K ¢ ’l A v e o
r * e X—f__, . '._.____—4_}




&z

. OR QFFICE UIFONLY . - APPLICATION FOR OFFICE USE ONLY
" | Possible Work Possible . i | ]
. Locations . Positions * . Fp R ‘ x::;ion Rote
. : ) EMP[OYMENT , )
. ;s N Position ®ate _ o ‘
L : (PLEASE PRINT PLAINLY) - N

. . ' "
. -
.

TD Applicant: We deaply oppreciate your interest in’ our organization and assure yoy that we are singerely interested in your qualifications. A cleor undouhndmg of your
backgraund and work hmery will gid us in placing youﬂn the position that best meefs your qualifications and may assist us in 7nsublo future vpgrading.

§ 2

2 ——

L -

b'
- \ - PERSONAL * Do S
." Noame ’ N Social Security No. % .- — —
Loy h First Initigl , Middle Inifial
Present address ’ - . i L : Telephone No. _
Y No. Street City State K Zip .
“How long have you lived ot obove oddress? . : ‘ d _ .
‘s&ﬂ - ' P ‘ : * ) ' ) ¢ -
. Previous oddress ' : i How-long did you live there?
* ®¢  _.No. J‘“/'?ee' . . City " State N . . .
— .
To Applmm' READ THIS INTRODUCTION CAREFULLY BEFORE ANSWERING ANY QUESTbNg N THIS BI.OCKED—OFF AREA. The Civil Rights Act of 1964 .
prohibits discrimination in employment practice becduse of race, cofor, religion, sex or national origin. P.L. 90-202 prohlbm discrimination n the bosis of age
] with respect to'individuals who are of lsast 40 bet léss than 65 years of oge. The #Sws of pme States also prohibit some or all of the above types of discriminotion.
DO NOT ANSWER ANY QUESTION CONTAINED IN THIS BLOCKED-OFF AREA UNLESS THE EMPLOYER HAS CHECKED THE BOX NEXT TO THE QUESTION, ¢
) ' ﬁnr‘bfmduohng that the requested information is needed for a bona fide occupational quatification, national ucumy laws, or o'her legally permissible reosons.
7] Are'yoy over the age of twenty-one? if no, hire is subgect to verificotion that you ore of minimum legol age.
[ Sex: M F . [ Height: ft 2 in. [0 Weight: Ibs.
. . . Ay - -
~ § [0 Maritol Status: Single - Engoged Morried Seporoted__._ Divorced___ Widowed —
{7 Dote of Marriage [] Number of dependents including yourself _____ [ Are you o citizen of the USA.? :
. @ What is your present Se)echve Service clossificotion? _ ; ’ ,
. # O Indlco‘te dates you attended school: . -‘ . S/
. .
== Elemantcry - I T — : College: .
, F‘rém To From To Fromq JTo .
Othef (Specify type of school) - A : .
5 . ' 1 From . To
‘| O Have you ever b!{i\onded? —  If yes, on what jobs?
) L] Hove you been convicted of o crimé in the post ten yeors, excluding misdemeonqrs ond summory offenses? if yes,
describe in full .
Employer may list other bona fide occupatiqnol questions on line below:
[ - 2 » N . » *
0 N . .
- . - ! o B
Whot method of transportation will you use to get to work? r 4
‘ . A4
Pasition(s) applied for — . A ! Rote of pty expected $_ per week
Would you work Full-Time —__ Port-Time Specufy doys ond hours if poerme - A
y e .
‘Were you previously employed by us? 1 yes when? ¢
: ’ ‘ LAY R
List ony friends or relatives working G'br, ud '-'" o : .
e, ’ ’ Name(s) e
.
if your opplicotion is clndered fovorobly, on what dote quI you be ovoilable for work? 19 .
Are there ony other experiences, skills, or qualificotions whsch you feel would [f)ecnolfy fit you § for work with z?e Cqmbony?
- '
T ”
: =
-ERIC S oy |
. . . /2 “y . .




Do you have ony physiéol defects which preclude you from performing cerfoin kinds of work? ‘

ond ip‘ciﬁc}:rk limitations

»

3

=

-4

¢

A — :‘ .
v _ / Ed I ; _‘Q i
Have you hod @ major illness in the 'post 5 yeors? i }es, describe S ) N _ '
. [ . . . S -
S ; »
s/ . ' ‘.
Have you received compensotion for injuries? T 1f yes, describe . 4“; _ .t
7 - r
g “ . - . /
) Y O ) - .
‘ .. %%- i . .RECORD OF EDUCATION . [ .
. e ’(}f‘l\ r@ m— « . » -
" "\ . N L l/ R ~Check Lost oid Y List .
. i{Sthoq},“»., Nome ond Address of Sthooll_ Course of Study Yeor G};du:t:? Diploma ' .
e 3 e | ‘ . : Completéd or Degree .
, . ‘0,
1 . - 7 Yes .
mentory - » i 5(6(7]|8 . IR &l P
M . . 4 » D ) No . '
. . }J - " 7 = . 5:"
/ i e i D Yes ) ‘ .
+ 1 High , ‘ 1(2]3]a .
- D No. B
< ] Yes B R
. College — 11213]4
A o « [J Ne
: ' -
ther N - . alal (3 Yes .
(Specify) 12 )
N - D No - ‘
\\ . . , N
L] 7 . e
* 4 . ' ’ b
MILITARY SERVICE RECORD . . -
% Were ylu in U.S. Armed Forces? Yes Né if yes, whot Bronch? - = . o :
Dates of duty: From _ To - Ronk of dischorge, . _ ' .o
. Month /ﬁy Year Month Day Year ° . )
'
) . ¥ "l o
_List duties in the Service including speciol troining e, SR .

—_—

. Have ydb token ony training under the G.1. Bill of Rights?

i

———— If yes,-whot troining did you take?

-

* PERSONAL REFERENCES  (Not Former Employers or Relatives)

I P 4
.

Nome and Otcupation

-

3

Address

Phone fNumber

AL
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May we contact the employers listed above? —______If not, indicate by No. which one(s) you do not wish s to contact _’_,_
r A ] . ‘. .
.. .

- ’ . . -
< e ) { A !

- ’ i ‘ T ' - ) ’ = ' ’ ,’ . * % - . - -
List below all ppresent and. past employifbnt, begipning with your most recent -
> 2 . - : : £ ‘ O
Namlg‘ and Address of Compliy From Te ' Deséribe in detail Wadkly .| Weekly ' o ’

Reason for ¢ Nome of
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The fagts sef forth oboyefin my application for employment are true and complete. | understand thét if employed, folse
sidered sofficient cavse fot flismissal. You are hereby avthorized to make any invomgoﬂon of my persanal history and fina
gative or credit dgcncm orlbureaus of your choice. .

In mklnq this applicatign for employment | olso understand that an invesfjotive consumer report may be made whereby informatien is oblained thfcuqh pqnonol

interviews with my neighboks, friends, or others with whom | am acquainted. This inqeiey-includes information as to my chavacter, general reputation, personal charac-
. teristics and mode of Iivhﬂ | understand that | have the right to moke o written request within a roosonob'o period of fime to receive additional, detailed information

 on this application shall be con.
| and credit record through any invest]:

i

cbovt the nature and scopelof this investigative consumer repart. '

-

\)‘ . . f . O T "

Signature of Applicant ' .
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R INTERVIEWER ‘W‘ # COMMENTS .
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. ' "FOR TEST ADM|NISTRATOR'S USE
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TESTS - RAW v an
ADMINISTERED DATE | ‘scope | RATING COMMENTS_AND INTERPREFATION
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o ¢ - s
. ' o s \IL . - .
- . T ow,
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» : ' . ) ’ . //,
.  REFERENCE CHECK ' ' :
l — ~‘ N * *. "u - . ‘ “ ‘ : 1\ .
* | *posttion - | *posttion : 5)0 -
“Number RESULTS OR REFERENCE CHECK Number RESULTS/OF REFERENCE CHECK .
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- Va ’\
o ' PERFORMANCE RATING, e .
© X\ \@ . - ’ B , . l J T ©
NAME . - - DATE | .,
DEPARTMENT * L '~ J0B TITLE

~ Check one of the descr1pt1ve Phrases in each factor which most clearly descr1bes
the employee.

FACfBR ] - J6B KNONLE , concerns how completely the emp]qyee has Tearned
about atl the types of work, methods, pract1ces procedures for wh1ch his

3. Steady, pred1ctab1e Does:- what is. asked, but doesn't’ leave the
.. beaten path. Completes work on t1me w1th a m1h?mum amount of .

wasted time.

4,  Self-starter. Adjusts to new s1tuat1ons read11y Resourcefu].
Most other fellow employees respect his abiljties. :

5. Unusual {nitiative: mdkes extremely valuable cont; 1but1ons T
Is consistently productive, handles an unusual amoun gf work
"and uses time effectively. -

Cofments:

FACTORAL%I - DEPENDABILITY . -

1. Absentee and punctua11ty record are’poor. Can't anticipate
any difficulties. 'Does not, handle well, confidential information.
2. : Sometimes lacks common sense. Attendance is gomewhat less than
* desirable.. Accurate,.but sti11 reaquires mgnitoring.
3. -Good reliable employee though experiences some infrequent lapsés
- of .attending and industry. .Attendance is reasonably good. -
-4, Constantly depend8ble and thorough. Rarely needs check1ng.,
Always punctual. Very good attendance. '
5. Entirely rediable. Tends to influence e;hers construct1ve1y

‘Comment : g L , . .

Job - 1s accountable. - _ - T
1. Limited knowledge Regu]ar]y\needs 1nstruct10n - :
2. Fair knowledge, but still requires occasional checking.
3. Confidence 'in his knowledge, but still needs coaching on details. -
4. Well informed on requirements. Rare]y needs assistance and asks
for it when needed. —_—
5. An expert. Ouf®tanding ability in app1y1ng-kno1wedge Fellow R
empioyees have a high regard for -his job-related knowledge. -
. B Y : -
Comment: > L L
FACTOR 11 - PERFORMANCE : . I Lo
. ’ ~ . T .
~ 1. MApproaches job in-unimaginative and routine fashion. Frequently
too much times; effort and materials are used. . . .
2. Erratic, ipconsistept, easily discouraged. »Difficulty in .
adjusting to new work. Has limited accomp11shments v




= . .
. & . _ . 3
v 7
k :

‘ \ A . - - q I d

-

. . FACTOR IV - ATTITUDE, concerns the impact his bgh§§1or has on ethers, reflec-

“  tions of his attitudes towayds his job and towarls his co-workers.- Concerns

NS the employee's réceptiveness to suggestions, new ideas, constructive criticism,
~i-]k whether from hiscsubordinates, or his superiors. b e

. M 4
<

Y

o f. _H6§t11e%and freglient TY uncooperative. May do hii'own Jjob as
he sees it and resists doing any more. Disturbing influence.
. 2. Goes along withrrequirpd activities but tends to resist new
> . ;ideas. "Apt to be a d ffﬂcq]t person to correct! Rarely
. cooperative person when the $ituatjon is not.to his immediate
advantage. .~ . .
Usually gets along well with others. ) L
Always willing to cooperate with his superiofs and fellow employees.
Is team oriented. An -informal group leader who ®onstructively in- .

"« 7 .fluences others.

%

o W
e o &

A

e —————
AN
—_—
. . . > . .
. o, , :
, Tomment : . : & . .
';f B » ) “ . 4 N . . , ’ . . /

PR 1. bées the emgioyee's present posftfon permit %he'best use, of his capabilities

@

. - ) /“ ‘ .
ZE What ‘specific types of positions should this emp1qyeedbe considered for?
. Has he indicated a special interest in any other. type of work? What should :
he do or we do to prepare the empiofee for the other position, if applicable?

B
’ . &

-, 1 -
' §

‘~ . ' ) . " .
s ¥ . . .
. . '
' ’ B ’

~ {Qr ) T~ ‘ o S ’
.i3. Nhat'%raining or éducatjonal course(s) has he taken in the last twelve

| months? . |
k ::( "x‘ ) \' . !“‘ . . A
L ) e, o RN s — & |
. . " ) . . J
This pgrformance rating has been qﬁscussed with me. ' ’
' N v B - W ,
o Eﬁp1oye§‘% Signature Department Head/Supervisor's
‘ ' ' ®.  Signature
o . . -, &
~ ’i
Jate . y <t o '
v , 4
v / . - '
o - | :;()
—31—




'EMPLOYEE EVALUATION FORM ~ o

NAME: =
: &

~ A

'
* L} ¢

. .

. . A M »_l
L . . . . N
g
: e \ " ‘e |
. 13 . e

'DATE : —

JOB CLASSIFICATION

o

EMPLOYEE NO:

v oe'nnms‘urr

Vx
-

5
‘e

Listed behow are factors to “be con51dered in thls performance eva;uatlon.
- Each factor has a flve poxnt ‘maximum value.

- MAX IMUM

| 4 SECTION | ! PURPOSE SCORE .
: . A ~ - Al}l ‘Employees .55 L
4 A&B Clerical - - 60 )
;o A &¢C Professional § Supervisory ¢ . 757 7 L .
- J — X
ABOVE BELOW ° .
P EXCEPTZONAL AVERAGE AVERAGE ' AVERAGE UNSATISFACTORY. "
- 5 ’y SR S SR 1 '
. i T SECTION A T
“ATTENDANCE h . R e
ATTITUDE ' / . L : 0 - »
,\" - L. f .
€ DEPORTMENT- SIS - : _—
- INITIATIVE \ ’. N
VERSATILITY : ' n é o : _—
ADAPTABILITY L ‘. e .
STABILITY C s
DEPENDABILITY - o - : I
JOB KNOWLEDGE R - _
S SN . - ) B - = \__*{
QUALITY OF WORK P co '
QUANTITY OE-WORK Y\ R I
. * SECTION B | .. .
OFFICE SKILLS ’ " > - @r .
. X ) - L] Ly R
_ " . ‘ SECTION C i "
, COMMUNICATIVE SKILLS , ' ' } ) . T ‘ ]
CREATIVITY : . e . R
. 3 - [N . \ ‘
 ORGANIZATIONAL ABILITY i . ) -
SUPERVISORY “SKILLS < : A
, A .. ‘I’ ) )




- -3
- “ *
[ 3 R . L ) ” B .
. Ty
' N . v ‘
] /‘ o f - 3 . 4 - - . /
L3N L g " Ca— — . - .
Major weak points are— ) , «. | . | Major strong points are— [ L
2 o ‘1. ' _ ~ —r - Co. v, ‘ .
i ' ‘r;‘h N : . o . . .
P e EE 2 - *
. 3‘. i ‘ S & - ; 4 e 3. —— e
LT LIRS ‘ )
| s these-can be strenithened by doing the : |+ apd these can be used more effectively byl domg
—1 following: . . T the following: ) ) .
. E 41 ) e J \_‘
I e ”
l: - P . . ”~ -
» [ . * R ’ ' -
' L 2 . _
. . t | SN r
oo T - B a\
t & f", '__ ‘ ) - .
- < P o N ’ vt~
' [} . = \ ’ 'He ‘1‘ . -
" - : : e i i -, B
‘ I hd . * v J , K -
) .. 3 - .
! : LAST RATE CHANGE: . .

"TO $ DATE

- DATE: OF EMPLOYMENT ‘ FROM $

J h
-y . - il S -
.- ™ CONDITIONS WHICH MERIT '} - o |
. SPECTAL CONSIDERATION- . PEREFORMANCE RATING b
L4 - - - B
. ' / N - - I8
— : : s
.' : T . . \
, , S~ - - EXCEPTIOQNAL BELOW AVERAGE
T y - . v - -
— ‘ —+ | _ - ABOVE AVERAGE UNSATISFACTORY
J | ¥ |
- AVERAGE
RECOMMENDATIONS —
FOR CURRENT REVIEW PERIOD
-, _ RATED BY:
; f ) R DATE s : . : :
R - : . ERIE .
——t ] ‘ APPROVALS  +
A copy of this Report has o 1. . = i}
been ,dlscussed with me. { ‘ . B '
. ‘ "
| e ‘ . 29 .
\ K ‘ - ,
EMPLOYEE'S SIGNATURE _DATE : - .
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T POTENTIAL REVIEW ~ = . y 8.
. Name ' . — _ _Date . . . : ‘
. . G . . . - . E o y .
Department ’ ‘ ' Job Title : T . ‘
Place an X mark on each rating -scale, over the descriptive phrase ‘which most clearly F -

describes th&employee. - . } .

*
N

’

ALERENESS is the ability to. graSp instructions, to meet changing conditions ahd .to

solve. novel or problem situations."

-

- Slow to Requires more ¢han Graspg instructions 4Usually quick Exceptionally
"catch on" average instr tions with avera!e ) to understand keen and alert..
. and explanati ability. ) ‘, .and learn. .
: co - . N . . A
CREATIVITY is talent for having new ideat, for £inding new and better ways of doing . —
things and for being' imagimative. ] - .
Rarely has Occasionally ' Has average imagin- Fregqtently Continually seeks
a new idea; comes up with ation; has reason- ‘‘suggests new new and better
is unima- a new idea. - . able number of new- ways of doing - ways of doing
ginative. o ideas. _ things; is very things; is
. " H imaginative. extremely
- : - imaginative.

Ve
- . s
+

, DEPENDABILITY 48 the abiiity to do required jobs well with a minimum of supervision. r

=

DRIVE 1is ‘the desire to attain goals, to achieve.

Requires Sometimes requires: Usually takes care, Requires little Requires abso-
claose prompting. of necessary tasks supervision; is lute minimum of
supervi- ’ . and completes with reliable. supervisidh.
siom; is _ reasormble prompt- o, .

" unreliable. » ; ness. o -

. R
v
' L}

a4

=3
Puts forth Puts forth little Has average goals Strives hard; Sets high goals
practically effort to achieve and usually puts has ‘high and. strives
no effort. forth effort to desire to , - incessantly to
. * reach these. - dchieve. @~ ° reach these.

- .
L3 . -

1. Does employee's present positfon permit the best use oﬁ’his capabilities?

g

. v ) \ : < e
s YA —34= o ' e
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EMPLOYEE EVALUATION . L

. .4 N - -'; —— . ;
, ‘ . . ‘ L'/ ! - Non Bxempt  Office. Person el | . -
Name . o Departmen[ ‘ f.‘ : Time since last.report: . '( Date of this report ’
. . LT L M RO . 3 ros. 6 mos.’ 12 mos.’ . .
Job Title+ NS L Time on job: Years Months “1 Rater , . Titie :
1 ‘- v Al ’ ., , . e
- £ 4' P » . _ . . - R _
, Instructions: Evalua e the employee on the job now being performed. Use your ratmg guide ‘It is mandatory th'et this -~
. ‘that Hescribes behavior.in eath categofy and check in the’ columnh that applies. Il column be completed. )
. Cave, Accuracy and Thought is necessary, for maximum fairness. . . . . - Vs
» [4 ® N t .
o Rating - Progress - - Comments ' Principle strengths:® . .
hd - I
- AP WAR A N, Little Has . o g
Factor AL RN - . . {(Use reverse side .
. 9’,@0 ® L 8 \_o“ Has| or no gone . - . .
. 1o & EAY o2/ Im- T . if necessary) - . . 1 , ¢
- v K¢ y. voS proved Change, | back . ] R , ,
Quantity of - . .. . . ’ .
-( Work_,“ T ~ 1 R -
Quality of N ; R
wo'k' . . - » . -
Accuracy: " 5 B - » .
’ | - N \ - —
Attitude i . . - ! .
¥ . 1 . 7] . .
Heaction to . . [ ' & || Main weakness:
Criticism . " . i, .
-Ability to work S . . )
Independently ‘ i 4 ‘ ) - . L, .
- Judgment & i n,; 5 \ a . ‘ - )
Common Sense Ml £ o . ~ N . Ce e
Tardiness . ’ ° . ) What will be done to strengthen .
_ , . . _ tMese weak areas. .
Absence ;o . ’ . y
> - . ~ N
- . . . . .
Signatures: Rater M — . . ____ Dste discussed«with employes _._ _ . ... I .
) N . - . - - v
i -
Emplayee - " - ’ - - .
. . ! * ,Personnel-use /
_Employese wlll sign, indicstin the evulustion has been resd. , R 3
© ‘NQTE - An employe may mske 8 writtén etetemem eoneer,ﬂng thle evsiustion, ‘ . } 2N
. ‘within one wessk pf thei evsluation. This wili bs filed with the evsiustion 35 -
Elillcu, Date and Route ' -~ . . ¥
» » ' . ’
i e Supervisor — i Personnal Meneéer—._L_ Fiis -
4

A ,
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3 *
EMP I.OYEI\ PER FORMANCE APPRAISAI.
.i- - " * -
Name:__\ . ] S Date
. , ;,, '«&-wgu . .
- e : i ' ; )

Department: \ / - =Job Title:"

INSTRUCTIONS . & | %,
1. The forman should complete all forms in ‘privacy. : ’ - )
.. 2. The employee shquid not be allowed to actually see’and read' the formlaLfear of misin-

+ terpretation. A

3 Job performance should be d|scussed with the employee mprwacy, not at his work sta L

., tion. - - .

4. Give the Gmptoyee one day's notice prior to the coﬁference. ' , 3 ~

5. The “Rater" should return the. completed forms to his supetvisor after his discussmn
with the emaloyee The completed forms shélild be directéd to Personpel in a SEALED,

nvelope after beung raviewed by the “raters” supervisor.

e}

. Q&Q&L)TE,AQH ONE OF THE ogggmﬁnvg TER‘MS THAT APPLY

)

[ ]
‘ -
Makes frequent LCareless; makes thJalty.accumte Requires little Requires absolute
errors. .recurrent errors. makes only . supgrvision; isexact . minimum of
s average number and precise most supervisicn, is
' of mistakes. of the time. - al always’
te. .-
L A . S ) o
" Siowto Requires mprethan  Grasps instructions  Usually quick fxceptionauy'keen
“catch on.” average instructions  with-averpge | to understand and alert. -
. and explanations. abiljty. ) and leamn. :
' \. T A J
‘CREATIVITY o ¥ o
Rarefy has a - Occasionally ’ Has averdge Frequently . Continually seaks
new idea; comes up with imagination; has _ sugges(s new ways new and better
’ o is-unimaginative. a ngw idea. reasonable number _ of doing t!:ings; is ways of'dolng '
E MC ‘ ¥ ’ of new ideas. very imaginative. things; is extremely
P . 3 6 ' s imaginative.



’ ad -

ATTENDANCE .

| ~

o °. * .
) ci T T =~ © % . - B . !
_ FRIENDLINESS {. Jt i Y, ..
3] ‘ . N - ’ ” - . .
- . ‘&1\3;). ’ .- : v -» .
Approachable; JWarm; friendly; . Verysociable , Extremely.sociable;
friendly once known sociable. . and out-going. excellent at
by others. ' establishing J
. ' . ~ good will.
o - - ..
- 4
i o LT ' &
’ Personality _Personality - Personality Very desirable ’EutL i :
umatgsfpdory questgonable - satisfactory personality " pergonality
v for this job. e for this job. for this job. - for this job. X for t"his‘iob7
' Lol s n S foLT ‘
. « ) . . - . “- f
. = ’ i ’
Very untidy; i Sometimes untidy - Generally neat Careful about  ° Unusually well
A " . . poor taste in and careless abeut and clean; personal groomed; very
dress. personal - satisfactory appearance; neat; excellent .
’ _appearance. persona good taste taste in dress.
' appearance. . Jn dress. - -
. e . X )
. . ' * N
: !
——~——— - S . ‘
Ti[es easily; Frequentiy tires Meets physical and- Energetic; Excellent health; - ‘
o 15'weak and frail. and is slow. -———efrergy jo . seldom tires. no fatigue. |
) ’ * reguirements. - .
) - ‘ .

E - 4
- Often absent Laxin attendance Usually present Very prompt; Always regular .
without good. and/or and on time. regular in and prompt; -
) excuse and/or reporting for attendance.- volunteers for ‘
-{requently reports work on time. - overtime when .~ -
for work late. ) © ‘needed.
L ¢ . -
" HOUSEKEEPING -
- . o . - , . T
- ' ., . i_;;
~  Disorderly of Some tendéncy Ordinarily keeps Quite conscigntious Unusually neat, )
untidy. to be careless work area about neatn€ss clean and .
E lil‘ C - and untidy. fairly r&y ,and cleanliness. orderly. /7

=

¢
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- oerm%muw

Sometimes

COURTESY

/

Requires Usually takes care Requires littie Requires absoldfe
supervision; is | requires of necessary tasks - supervision;. minimumof
unreliable. T prompting. and completes with is reliable. supervision, -
. a4 . -reasonable ‘ / .
", & bpromptness, - -
. . . Al * [ .
e s i . . N ) ‘ // -
- * J v a
s » ' = ' n
Podtly informed Lacks know Moderately Understands Has.complete
about work of somephaseg  informed;can ~ '/ all phases of mastery of all
- —  duties. . of work. } answermost -~/ work, phases of job.
/ ‘ . « '} . common questions. . .
. ’ ‘1! - . 7 . ,
!
3 * ; ) - -
' v 9 ‘ ’ L ‘
Does not meet Does just Volute of ery industrious; Superior work
b minimum en to work is oes more than , production
requirements. get by, “satisfagtory, is required. record. 4
i L ] , N - , ¢
STABILITY Ty e .
. . / )
. Goes “{o pieces” ] Occasionally Has average > Tolerates most’ Tﬁrivgs under
pressure; @ ""blows up” undey — torerance for pressure; likes crises  pressure; really
is "' famipy’ pressure; is crises; usually more than the enjoys solving
- nervous. easily irritated. Jemains calm. iverage person,’ crises.
N . ‘ N ’ ' -

v .

‘ .
- e e .
Bhunt; Sometimes .Agreeable /  Always very polite Inspiring to others
. discourteous; tactibss. and pleasant. and willing “in being courteous
antagonistic. . to pelp;- . and very pleasant.



]
- -

' OVERALL EVALUATION . Ly,

. s M .
‘ Unsat . Below average but Doing an- ‘ Definitely Outstanding.
. . making progress. -average job. above average. —

*
L

.
- 4 .

' 2 X ." L4

\ .

e COMMENTS -

1_' q“?f,— - . ' | {_""_.
"7 Weakness . . .| Strengths
-, : - > . o o ° . . "
&,. \h I , ".-2_ R ~ N )
o . SRR N e

i
t

and these can be improved by doihg the fol- | -and these can be‘uéed more effectivzly by do-°
© lowing: - ' ing the following: °

N T ( s L_._‘__.__J__,

' | ‘ f D
M - i - oo ad

- a¥ »
= . ' '
\ 7 2 r— / o
b L4
4 N
' t ; .
; ] / .
I < G
—
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PERFORMANCE EVRLUATION., |

CURRENT STA rus
LAST REVIEW DATE[CURRENT DATE |REVIEW DATE [EMPLOYEE NAME EMPLOYEE NO. |DEPT.NO.

f \7 {

v gote

JOB TITLE " JJoB CoOE FSUPERVISOR <~ JOEPARTMENT NAME
' . " “ “3. ‘

LAST INCREASE PRESEF\T l PLANNED INCREASE ACTUAL INCREASE

o s ,,,,,

AUTHORIZED APPROVALS EFFECTIVE

ERVISOR DEPARTMENT,MGR. DATE[O1VISION MGR. DATE DATE -
St : . "~ . :
P . - - * ) I .

SUMMARY OF ACCOUNTABILITIES

OVERALL PERFORMANCE NOTATION

MARGINAL @ , - |apeauate () ] QMPETENT@ .~ .~ |commenoasLe () DISTINGUISHEO (5)
L. ) " . [EXPEETED LEVEL OF PERFORMANCE -

A *
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Lﬁg N - ] ’ l . ‘ © ' ' . ' ) .
\)NAME C. . ‘ . , DATE . ”. ': o s - . N - ' .
) 1. Gehéra] Information , "4 ° ' " ’ n. : ;‘. " ¢
S e . 5 Y . .
. *A.\Present position B. Department '
I < [~ 1 : . o . -
C. . Years- 1n present pos1tim D. Total service - | .years. . .~
. Instructions o R I é
e . Em Toyeé: Fﬂ] in all areas. -If as the emp]oyee you fee] you are doing’
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wi¥l enable, your supervisor to assist you in increasing your fota] personal per- -
«forma ce. T, , S " N 4.
' . : < AR N 4
- B.. S isor: Rev1ew the,emp]oye’e s remarks "Fér factor and check in the
, box provided .agree or-disag .- If you d1sagr exp]ain _your reaSOn in.the
. space prov1ded beneath the fa LA a ‘
C.- Emp}oyee Superv1sor In recorchig the answer of each factor, the emp]oyee
-, wil) use @ black or blue pen and t ervisor will use & red pep.y Both must .
_ coniplete the form per the .irstruetiods, in order to be e]1g1b1e for the proposed
. mcrease \ . ‘. . ) , )
. , . . ﬂ“ . « = P i -~ e N I8
. I1I¢° Factors. #» ~ o /T St _ ‘ ;
. . - . M . *
.A. Job .Know]%e - Cons1der rf you possess the necessary tqus (exper1e,, e, tranmlng,)
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III C, Jn%thatiye and Creativity - How is your planning, ab111ty N
. “ to carry through a. job and your ab111ty to'make constructive > .
"Sugg st1ons7 .
o ' Supervisor
Needs Improvementc Satisfattory Highly Acceptable Agree Disagree .
»~ . A . 1 . M
- o— — ﬁ T * - ~ > -
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- A Pers!nal Appeandnce - Cons1der you appearance and . . ‘ '
L, . hygiéne as it-rélates to your pos'i 1on or department/ R
A Vsérvtce dress cqde: .- - i . Supervisor
. ,/- Needs Improvemqnt Satfsfact\ry ' 1gh1y:At9ep;abIe .- Agree [Disagree K
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H. Attendancé-Punctu

tateness.

ality - Rate your Ettgndancé record;
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Supervisor

- -: . Needs Improvement .Satisfactory "Highly Accepsable ' Agree [risagree
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Explain yowr answer;
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, I. Proper utilization of skills - technical ability .
v . Td what degree are your sRills and technical

: ability (past or present)/properly utilized in your
present job? . of .
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R Neeqs'Impnovemeni §§ isfactory Highly Acceptable

I

pervisor'

Agree‘(bisébreq

X4 . . M . )
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.
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» ?r O : P . Y
"o B. Employee's especially good traits: . . x o o
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C.’ Overdll evaluation: (check one) - - -

K

Needs- Improvement Satisfactory Highly cheptab'le_

b ’ 'D.‘ i " 2 B ’ -
B. Recommendations: (check one) L ? !
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'\ ) Emp]oyee to move up to next appnopriate step increase ‘
o Withhold the step increase pendinq performance 1mprovement and schedu'le a‘#{\
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. ' L another r&aview in ___ months: . B . : '?i
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: EMPLOYEE EVALQATION oo
. - ~ .t Non Exempt lab -Personne] v Lt
~ NAME - Tidle ‘
. . Date S
REPORT . . T ,___..' :
PERIOD 3 6 12 Mos. Rater _ Department L -
’ﬁstruct‘ions Evaluate employee on the job now being performed Use the rating- gu‘ide
o - : on the reverse.side in selectidg the category that best describes the
employee's perfo_r'mance. Place-a check in column below that applies.
CfactoR | . | - COMMENTS - |
o R \ . A ) . N I W
oy e . . r"
‘O o }
5 £l s .
gl o8 Sl e s
lelEl8|< |58 |58 |
. ' E ° ol & S 2 S o i '
’ 0w } 5 o [=} L [=% g
| lg 1| 5|2 |38 |5 |2 ¢
R ’ r * .
Accuracx & Completeness- : :jw. |
of work \ \
l .
S .o A RN
Accuracy & .Completeness | || _ ; .
of Records . P R . hd
| Working Speed , T "ﬁr 5
Neatness
Judgment and* Common ) . .,
1 Sehse | » ; o A
: 1 : ’ . ‘ "g
Application ' - “
Dependability ’ T R B ( e
Attitude . ¥ " - v L
Reactfon to Criticism ' ) , o ' ) S
| Desire to Learn ‘ T N, " 1
Desire td‘{sbsume . N g0 . . " e | .
Responsibi " - ¢ -
;ﬁ - - N : \
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Y o 7 ’ LN
7 NS ] . . B o
. Principle.Strengths Main Weaknesses Corrective Steps to Be
. _ . - Taken .
o v - _ % . .
) H < - “ "
& <
' - v \. " :;: —
B . 5 - [ -
. ’ . . Eiﬁ ‘ . .
* .
» . .
s i ' - T = 2 ’
5 , ~ - T - — i, 14
: i 1 . ’ [ .
| ' ®
" o - -
v . . -~ ‘ ’
Date rating discussed with employee - INITIAL, DATE & ROUTE
. . . . ° . . .
‘Signatures: <Rater i : " Rater's Super. , .
\\) ' Employee . Personnel Mgr,
N ) . _ \J v
- . . . File -
Employee should sign indicating he has read report. NOTE: The employee may make a
written statement to the rater concerning this evaluation. ‘
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okRecor
P

not recorded
'y

A

All dota recorded

4 - ) <%
oo, 'EMPLOYEE EVALUATION J.
. ( — Rating Guide — C -
' o NON EXEMPT-.LAB PERSONNEL =+ = :
—_— T = ‘ 2 : - s -
FACTOR ‘| UNSATISFACTORY MARGINAL EXPECTED ABOVE AVERAGE OUT§TANDING
, ' i ’ ' * . ' '
e = ' A = ‘ .
‘ - ¥ < Errors Extremely
Amtness : gfequent gﬁd ) O“QQZ’:L . - “e/:r:":::::;y E'fors'wre rare
repeated errors . Work complete Work always -
of Work « Work incomplete complete
‘ , "\ . complete - J
-t . . 3 B [ * B - L 4 |
Accurocy'& - Poor records . oo - Records complete |
* Completeness Important dato Records m)sy . \Fﬂaaer'::rd‘.d Records up to"date . Concise, point way

to future work

.

-

-

LA

. ". ’ "T . . P .
: : . Ry
) : Verysiowon , I Does enoughto Above average e
e : e .
Working Spe;’ . routine work get by ;?ood Prf)ducer\ d High Speed
. ; V‘i J . :
- . . g - m
., Occosionafly g ' .
Neatness.’ Messy work areo cleons up Reosonably neat . Seldom _""d’ Meticuvlous
- - - / Untidy _ oo 4 reminder
. g T ] ! 3
: . Requires deto ‘ed o Plans work well , R
Judgmpm and Does not direchian ’ MNeeds some’'guidance Needs little direction Thinks quickly,
Common Sense understond work Sometimes - Usually relioble - - Offers togical logically
) — . Hlogical N . - suggestions !
>-1 —
Application ~ F[equen'tly wastes Occosisnally Needs. some Us vy Alw.ays busy,
’ time wastes time guidonce intérested
A . k&
N T, . { [
’ - Requires constant Occasiong! -~ Completes work “Needs httle
Depeﬂdﬂbll"y reminders rem"r&rs . os dl'?eded » supefviﬁon ALWO)’{ YG'IO!?'Q
- . <
. : 4 Excellept team
. Un erative G i . .
Attitude ¢ SN EOOPETHIN eneroty . Teom worker Good teom worker worker
Belligerent cooperative 1 . ”
- . Diligent
, » ) . A _
o . . \
L, Ak Disreqards .’t <Recephve Lf
Reaction To Angers * L Accepit ond | " Ouick 1o follos | Welcomes advice
Criticism fails 10 chonge omeshimes modihes behovior 1114 '.o oltow and suggestions
resentful . odvice
. |
T i _ X - Interested i Welcomes new~
. - + No interest Leorns onty interested in eresiecin ideas sign-
v ' .
Desire.To Eo'n A wol as required work - learning new, ments - Studies
s N ] o sikl"& hdﬁpﬁﬂd.ﬂﬂy
- ‘ . . . Interested in =~ .
n..\.).- To Assume || . Buck Reluctant 1o * Willing4o assume “ new duties —| Eager to assume
E MCbnsibi'i'y N uck passer ' assume responsibihity Wants 16 assume +  {fesponsibility
Coa P responsibihty 4 . responsibility
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