PERFORMANCE APPRAISAL

Employee Name



Job Title

Current Date


Review Period




Start

End


Reviewer Name

Reviewer Title


Careful consideration must be given in rating the following performance criteria.  Reviewer comments must be specific and related to essential functions of the job.  Attach copy of the employee's Job Description to completed performance appraisal.

RATING SCALE 

  1              2
  3                    4
   5                   6
7

Below minimum

requirements
Meets minimum requirements

but with errors
Good

with few errors
Exceeds expectations

Please note that an employee who is achieving in the 5 to 6 range is doing a good job and is considered a valuable member of the company.  

While Comments are optional, they are very helpful for understanding the reasons for ratings. 

 Comments are REQUIRED for Ratings above 6 and below 4

PART I - PERFORMANCE ELEMENTS - General

Building Management                                                                            


Understanding of building operations and needs


Demonstrates ability to improve efficiency and reduce cost


Locates and organizes resources effectively


Creates procedures and backup plans to handle contingencies


Engages in planning for future needs

Reviewer Comments: 

Events – Services, Holidays, etc


Provides thorough planning for events


Prepares with sufficient lead time


Demonstrates knowledge of appropriate resources


Demonstrates usage of appropriate resources

Reviewer Comments:  

Volunteers


Displays understanding of volunteer philosophy


Effectively communicates needs and expectations to volunteers


Looks for ways to improve and promote volunteer participation


Provides useful feedback to volunteers / professional staff

Reviewer Comments: 

Support


Anticipates staff/lay needs


Identifies / creates connections to alternative resources


Responds to requests in a timely manner


Provides appropriate feedback

Reviewer Comments:  

Operations


Ensures adequate staffing


Ensures adequate supplies, resources


Anticipates operational needs


Provides effective supervision

Reviewer Comments: 

Communications


Displays courtesy and sensitivity


Manages difficult or emotional situations


Meets commitments


Responds promptly to congregant/staff needs

Reviewer Comments: 

Publications


Delivers communications in a timely manner


Delivers accurate information


Promotes two way communication


Constantly improves qualtiy and delivery of information

Reviewer Comments: 

Teamwork


Balances team and individual responsibilities


Exhibits objectivity and openness to others' views


Gives and welcomes feedback


Contributes to building a positive team spirit


Utilizes solutions from other team members

Reviewer Comments:  

Planning & Organization


Prioritizes and plans work activities


Uses time efficiently


Integrates changes smoothly


Sets goals and objectives

Reviewer Comments:  

Dependability


Responds to requests for services and assistance


Follows instructions, responds to management direction


Takes responsibility for own actions


Meets attendance and punctuality guidelines

Reviewer Comments:  

Initiative


Volunteers readily


Seeks increased responsibilities


Takes independent action


Asks for help when needed

Reviewer Comments:   

Verbal and Written Communication


Uses writing to express ideas and thoughts clearly and effectively


Uses verbal communication in a professional and compelling manner


Exhibits good listening and comprehension


Keeps others adequately informed


Selects and uses appropriate communication methods

Reviewer Comments:   

Business Ethics


Treats people with respect


Keeps commitments


Works with integrity 


Promotes organizational values

Reviewer Comments:  

Adaptability


Adapts to changes in the work environment


Changes approach or method to best fit the situation

Reviewer Comments:  

PART II - ACTION

In the area(s) where the employee received a rating of 4 or less, indicate what measures are being taken to improve his/her performance.  

PART III - PERFORMANCE SUMMARY

Rate the employee's overall performance.  Consider TOTAL performance over the full review period when making this determination.


Building Management                                                                            


Events – Services, Holidays, etc


Volunteers 


Support


Operations


Publications


Communications


Teamwork


Planning & Organization 


Dependability 


Initiative 


Verbal & Written Communication 


Business Ethics 


Adaptability 


Overall

Employee produces work that is :

____ Exceeds Expectations


exceeds the standard requirements of 

the job

____ Good 





satisfactory with few errors



____ Needs Improvement


meets minimum requirements but 

contains errors

____ Requires Immediate Improvement   
consistently falls below minimum 

requirements. 

Reviewer Comments:

Employee Comments:

PART IV - PERFORMANCE OBJECTIVES FOR THE NEXT REVIEW PERIOD

Reviewer and employee must develop performance objectives together. Design goals with a defined measure of accomplishment if possible.  Consider company requirements as well as employee's professional aspirations.

1.


2. 


3. 

Reviewers Signature _______________________________ Date _________________

I have read my performance appraisal and have had the opportunity to discuss the outcome with my supervisor.  My supervisor and I have developed performance objectives for the next review period. My signature does not necessarily indicate agreement with the outcome.

Employee's Signature ______________________________ Date _________________

VP Signature _____________________________________ Date _________________

