Our Church
Performance Evaluation and Development Review

Guidelines and Instructions
COMPLETING THE PERFORMANCE EVALUATION FORM

In order to prepare and complete the Performance Evaluation Form, you will need the following:

1) An updated job description
2) The previous performance evaluation
3) A new performance evaluation

PERFORMANCE EVALUATION: It is recommended that you notify the employee at least one week in advance of the intended evaluation.  At this time you may ask the employee to do a self-evaluation in order to promote a two-way conversation during the evaluation meeting.

EVALUATION RATING FACTORS: When evaluating the employee's performance, you should indicate the level of performance for each performance area.  There are three levels from which to choose:



1.  Above Expected
2. Expected
3.  Less than Expected

The definition of each performance level should be communicated to the employee to ensure that both parties are in agreement as to their meaning.

1.
Above Expected (AE, AE+, or AE-): Highest quality work.  Employee continuously performs all duties in an outstanding manner; significantly exceeds expectations with exceptional quality, quantity, and timeliness of work.  Significantly exceeds all objectives, always achieves exceptional results well beyond those expected of the position.  Achieved by few employees.  Performance far exceeds basic job requirements.

2.
Expected (E, E+, or E-): Satisfactory work, of quality achieved by many employees.  Employee consistently performs the duties of the position capably; meets and occasionally exceeds all expected criteria for quality, quantity, and timeliness of work.   Consistently meets goals and objectives.  The largest percentage of employees will ordinarily be classified here.

3.
Less than Expected (LE, LE+, or LE-): Minimum acceptable work.  Employee performs many duties capably, meets some goals and objectives, but requires improvement to fully meet standards, may require more supervision than expected for assignments.

Any areas evaluated as Above Expected or Less than Expected should be accompanied by specific supporting comments.  Please add additional sheets if necessary.

OVERALL RATING: This is the key indicator of the performance.  Please take into consideration the priority rating of each performance for the entire review period.

PERFORMANCE DEVELOPMENT NEEDS: Identify key areas where the employee needs to improve.  Be as specific as possible and indicate ways to improve.

EMPLOYEE COMMENTS: The supervisor should ask the employee to comment in the space provided.  Additional sheets may be attached if necessary.

REQUIRED SIGNATURES: The signatures of the employee, the supervisor, as well as the next level of management at the end of each evaluation.  The employee's signature does not constitute agreement with the evaluation.  If the employee refuses to sign the evaluation, the supervisor must make a note of this on the form.

Our Church
PART I

CONFIDENTIAL

PERFORMANCE EVALUATION AND DEVELOPMENT REVIEW

Employee Name:


Position Title: 


Department: 


Location: 


Review Period Start:




Review Period End: 


Last Review Date:
 



Date of Review: 

Supervisor Name: 


Supervisor Title: 

______________________________________________________________________________

Type of evaluation:  

	6-month____
	Annual______
	Follow-up____
	Other_____


Evaluation Rating Factors:
	AE = Above Expected
	E = Expected
	LE = Less Than Expected


	Performance Elements
	Comments
	Rating

	Knowledge
1. Demonstrates knowledge and understanding of job gained through experience, education, and/or specialized training.  Familiar with job duties and expectations.

2. Possesses the professional/technical expertise to perform the required functions of the position.  Utilizes resources to identify and resolve issues in a timely and efficient manner.


	
	

	Quality of Work
1. Submits work that is thorough and accurate.

2. Anticipates information required assuring timely delivery of assigned tasks and written and oral request for information.

3. Completes assignments on a timely basis.

4. Prepares logical well-written reports.

5. Displays perseverance in following through on assignments.

6. Completes assignments with a high degree of accuracy.

	
	

	Planning and Organizing
1. Defines job-related objectives and effectively plans and organizes work to achieve them.

2. Plans, establishes priorities, and executes assignments in a systematic and organized fashion.

3. Prioritize activities, tasks and problems by weighing their importance and urgency.

4. Manages time well and meets deadlines.

5. Anticipates and prepares for changing conditions and adjusts to changes in workload/assignments.


	
	

	Decision Making
1. Assesses the task or problem objectively. Researches and documents the subject carefully.

2. Weighs alternate courses of action before offering solutions.

3. Considers long-range and short-range implications.

4. Executes decisions in timely fashion and monitors the expected results.

5. Demonstrates creativity and resourcefulness in developing better ways to accomplish assignments.

6. Consults with others as needed.


	
	


	Productivity

1. Maintains a high level of personal productivity.

2. Takes initiative and requires minimum amount of supervision.

3. Disciplines self and demonstrates motivation to carry projects to completion.

4. Works well under pressure of deadlines and heavy workloads.
	
	

	Communication Skills
1. Listens, understands, and evaluates information and instructions.

2. Expresses self orally in a clear, effective and professional manner.

3. Completes assignments with a high degree of accuracy.

4. Prepares written communications required by the job function using appropriate form, grammar and vocabulary.

5. Give feedback to others appropriately.

6. Receives feedback in appropriately.
	
	

	Teamwork
1. Develops good working relationship with staff members and others outside of the agency and gains their cooperation and support.

2. Contributes actively to the achievement of the team goals and objectives.

3. Demonstrates sensitivity to the needs, concerns and feelings of others.

4. Contributes willingly to the completion of special projects or assignments given to the team.

5. Participates in the building of team "esprit de corp" and demonstrates loyalty to the team.
	
	


	Supervisory

1. Planning – Determines work that must be completed and sets priorities.

2. Subordinates are well organized with work structure and well understood.

3. Selecting employees – Determines staffing requirements and makes proper selection decisions.

4. Directing – Delegates assignments to accomplish goals.

5. Monitoring – Follows up to assure the effective completion of assignments.
	
	

	Employee Development
1. Appraises/counsel employees to improve performance.

2. Trains new employees and develops replacements for critical positions.

3. Encourages maximum performance and self-development.

4. Provides subordinates with performance reviews that are meaningful and timely.
	
	

	Other

Describe and evaluate any additional factors or specific events and/or criteria that you believe should be considered in the review of this employee.

	
	


Overall Rating:

	____Above Expected
	____Expected 
	____Less Than Expected
	NA


Summary:
Performance Development Needs: (i.e. where applicable, indicate specific employee growth areas necessary to be successful in the current position as well as prepare for future responsibilities)

Employee Comments: (optional)
OBJECTIVES
	Assess last year's performance for each objective.


	List projects and/or programs that are high priorities for the next year.  You may also include areas identified as challenges to increase performance to an above standard level.

	Last Year
Summarize results achieved for each objective established for this evaluation period.
	Next year
State the objectives agreed to for next evaluation period.

	1. State the objective:

Rating:
	1. State the objective and how it will be measured:

	2. State the objective:

Rating:
	2. State the objective and how it will be measured:

	3. State the objective:

Rating:
	3. State the objective and how it will be measured:

	4. State the objective:

Rating:
	4. State the objective and how it will be measured:

	5. State the objective:

Rating:
	5. State the objective and how it will be measured:


Employee Acknowledgement:
My signature below does not constitute my agreement with the evaluation.  It only confirms that I have reviewed the evaluation and discussed it with my supervisor.  Any discussion or concerns are expressed in the above employee comments section or on an attached sheet.

Employee's Signature: ___________________________________________
Date: ____________________

Supervisor's Signature: __________________________________________
Date: ____________________

Next Level of Management: ______________________________________
Date: ____________________

Director of Personnel: ___________________________________________
Date: ____________________
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