PERFORMANCE EVALUATION TOOL

INSTRUCTIONS

1.  Process: 

· In advance of the review, the employee’s position description is reviewed for accuracy and to determine “key/primary” vs. “additional/secondary” responsibilities.

· Prior to the review, the employee and supervisor each complete a draft of the review form for discussion purposes.

· Prior to the review, the supervisor meets with his/her immediate supervisor to discuss his/her review draft, and solicits feedback from others as appropriate.

· The supervisor and employee may, if they wish, exchange their drafts prior to the meeting.

· The supervisor and employee meet.

· The supervisor drafts a final performance review document based upon the performance review meeting, signs it, and gives it to the employee.

· The employee signs the review, adds any comments they wish, and returns it to the supervisor.

· The supervisor gives the signed review to their supervisor (or the CEO) for final review and signature.

· The original is placed in the employee’s file and a copy is given to the employee.

2.  Rating Scale and Scoring:

· Rating scale:
5 Far exceeds expectations - Far exceeds expectations by consistently demonstrating excellent performance.

4
Exceeds expectations - Frequently exceeds performance expectations.  High level of performance.

3
Meets all expectations - Meets all expectations established for the job. Acceptable level of performance.

2
Partially meets expectations - Meets performance expectations on an inconsistent basis.

1     Does not meet expectations - Consistently fails to meet performance expectations. 

N/A
Does not apply 

· Scoring:  The employee is scored in two categories:  1) Job Responsibilities (which is tailored to each employee’s position description) and 2) Job Skills (which is the same set of criteria for all employees).  

· Each numbered item in each section is rated on a scale of 1 to 5 based on the above scale.  

· The ratings are totaled.

· The total score is divided by the number of applicable criteria (which may vary from employee to employee depending upon their job responsibilities) to determine the overall rating.

· Any criterion for which an N/A has been assigned is not counted in the total number of criteria for scoring purposes.

3.  Comments:  Sections are provided for supervisor comments, goals and outcomes, and employee comments.

· Supervisor Comments:  This section should include:

· Rationales for low and high scores, if appropriate

· A review of the employee’s accomplishments and achievements during the review period

· A review of the employee’s goals and action plan from the prior evaluation 

· Comments on areas for improvement

· Goals & Action Plan:  This section should include specific goals for both the employee and the supervisor.

· Employee Comments:  This section should include:

· The employee’s self-assessment of accomplishments and achievements

· Other relevant information

Date:
____________________________

Employee’s Name: 



Employee’s Position:



Supervisor:




Period Covered by Review:
______________________________________

Type of Review:    ________ 6-month    ________ Annual    ________ Other

OVERALL RATING:    __________  (see page 4)

SECTION I:  JOB RESPONSIBILITIES


Key/Primary Responsibilities







           Rating
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Additional/Secondary Responsibilities






          Rating

	13
	
	


SECTION II: JOB SKILLS
	1
	Agency Mission and Member Service

· Understands the mission, goals and objectives of the organization

· Reinforces, supports and pursues the attainment of organizational goals and objectives

· Provides a positive influence in pursuit of program objectives
· Represents the organization professionally and appropriately
· Works to enhance the image of the organization internally and externally
	

	2
	Communication and Teamwork

· Employs effective and appropriate communication skills when listening, speaking and writing

· Works with others to solve problems

· Is reliable and follows through on agreed-upon task

· Seeks and accepts input
· Provides objective feedback
· Utilizes appropriate conflict resolution tools and techniques
	

	3
	Flexibility and Adaptability

· Maintains a flexible, fluid approach to daily work and to changes in procedure, process, technology, responsibility, or assignment

· Able to accept and adapt to change, handle crisis, step outside one’s role as necessary, maintain a positive attitude and sense of humor

· Is positive about new ideas/systems/changes
	

	4
	Initiative and Creativity

· Demonstrates initiative in day to day activities and develops new systems, projects, ideas or methods to improve the job or to complete assigned tasks

· Is self-motivated, enthusiastic, and able to visualize and anticipate opportunities

· Recognizes situations which can be improved or potential problems, and acts promptly to develop or propose solutions
	

	5
	Planning, Scheduling and Prioritizing

· Organizes and plans personal work assignments

· Performs job tasks efficiently and in a timely manner

· Manages operating costs (if appropriate)

· Develops long-range plans for work unit (if appropriate)
· Prioritizes, coordinates and monitors tasks to ensure work completion
	

	6
	Problem Solving and Decision Making

· Identifies issues and problems

· Collects relevant information

· Determines alternative courses of action

· Arrives at sound practical conclusions

· Implements solutions on a timely basis

· Seeks clarification or assistance appropriately
· Monitors effectiveness of solutions and makes changes as needed
	


Total Score:


________

Total Applicable Criteria:
________

Overall Rating:

________

(Equals total score divided by total number of criteria, excluding any criteria rated N/A)

SECTION III:  GOALS & ACTION PLAN

	Employee:
	Supervisor:


SECTION IV:  SUPERVISOR COMMENTS

	


SECTION V:  ACKNOWLEDGEMENTS AND EMPLOYEE COMMENTS

__________________________________________________________________________________

Supervisor








Date

__________________________________________________________________________________

Supervisor/Manager







Date

__________________________________________________________________________________

CEO









Date

Employee Acknowledgement:

I acknowledge that I have read this performance review and that I have been given an opportunity to discuss the ratings of my performance with my supervisor.  My signature does not necessarily mean that I agree with the results of this performance review.


_____  I am in agreement with this review.


_____  I am in partial agreement with this review.


_____  I do not agree with this review.
Employee Comments: (attach separate sheet if necessary)
	


__________________________________________________________________________________

Employee 








Date
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