Christian Reformed Church in North America

Self Evaluation Form

	Employee Name:      
                             
	Supervisor's Name:      
                                 

	Title:      
          
	Department:                

	Date:      
	 


Employee:  Please complete the following self evaluation form on-line if you are able, selecting a score in each area that you believe accurately reflects your work within this past year.  Any rating other than a “3” or “NA” will require that you provide examples to explain your rating.  If you elect to complete this form by hand please write in a number from 1 – 4 for each job factor and then answer the questions at the end.
Your feedback is very important and will be utilized by your supervisor in preparing your formal evaluation.

This form should returned to your supervisor no later than      _____________
Rating Standards

1 = Unacceptable, Did Not Meet Expectations (Examples required)
· Work performance does not meet the minimum requirement for the position.

· Performance at this level cannot be allowed to continue.   Urgent action is required.
2 = Growth/Development Needed, At Times Meets Expectations

· Work performance is inconsistent and/or below the standards of performance for the position.
· May require additional training to improve.
· Attention must be paid to improve in this area.

3 = Consistently Meets Expectations, Sometimes Exceeds

· Work performance consistently meets the standards of performance for the position. 

·  Consistently accomplished desired/expected results.       
4 = Exceeds Expectations, Outstanding 


· Work performance is consistently above the standard of performance for the position.

· Consistently achieved greater than expected results.
· Made significant contributions.  Identified strength area.
Not Applicable


· The employee is not required to perform in a specific rating factor, and it cannot be measured.

-      Note: certain areas cannot be marked NA


     Provide examples that support the numerical rating:                             Proposed




                                                                             Weight



	Job Knowledge/Ability – demonstrates knowledge, skills and experience required for position, and applies these to complete essential job functions 
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Quality of Work – Performs tasks thoroughly; work is accurate and neat.  Follows through on requests in a timely manner.
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Organization/Productivity – Effectively plans and organizes work to achieve job related objectives in a timely manner; flexible to adapt to changing conditions; manages time well to meet deadlines.
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Oral Communication – Expresses self in a professional and courteous manner; shares information willingly; listens respectfully.  Ensures that key issues are addressed in a timely manner.  Information shared is clear and understandable. Utilizes proper channels to express concerns.
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Written Communication – Expresses self well in writing, i.e. information is clear, use of proper grammar, accuracy, etc.
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 



	Attitude – Maintains a positive attitude; manages stress well.   Willing to assist others and/or take on additional responsibilities as requested.  Demonstrates regular/prompt attendance.
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Interpersonal Skills – Relates with others in a positive manner that results in cooperation, mutual respect and common benefit.  Receives and offers constructive feedback.
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Teamwork – Contributes actively, respects and cooperates with others to meet team and/or organizational objectives; open to others’ ideas; resolves conflicts effectively.
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Approach to Work - Actively seeks  ways to streamline processes; open to new ideas/approaches; challenges status quo in an appropriate way
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	CRCNA Ministries Plan – displays a commitment to the CRCNA vision, priorities, and objectives. 
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 



If you are in a Supervisory role also complete the following section
	Management – delegates responsibility and authority;  promotes teamwork and cooperation;  supports/encourages reasonable risk taking and the use of innovative ideas.

  
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Employee Development – trains new employees; uses coaching/counseling effectively to help develop employees; provides employees within ongoing feedback and timely/meaningful performance evaluations.
	         
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Fiscal Management - controls costs and maximizes use of resources to remain within budget.  
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Alignment – Enables employees to understand and practice alignment with broader agency and denominational vision, priorities, and objectives.
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 



Please answer the following questions:

1) Identify those areas in your job performance that you feel need improvement.  Include any areas where you feel you need more experience or training.     
2) What are your job related objectives for the next year?  What do you perceive to be your most important projects, activities, responsibilities, etc.           
3) I believe my work expectations are reasonable, and that work duties are fairly assigned.   

      Comments:                      

4) I feel my contributions are adequately acknowledged

            Comments:     
5) I receive good support, supervision, training, etc.

            Comments:     
6) What changes in your job or work environment would help enhance your work?       
7) Are there any changes that should be made to your current position description?      
8) Other items that you would like to discuss:       
Completed on:       ____________  Employee Signature:       ____________________________

Self Evaluation

Office of Personnel

2/28/07


