OUR CHURCH
ANNUAL PERFORMANCE EVALUATION

NAME OF EMPLOYEE:________________________________________________________

SUPERVISOR:________________________________________________________________

1. JOB KNOWLEDGE: Consider the employee’s understanding of duties and procedures necessary for satisfactory job performance.

________ Has complete mastery of all phases of the job.

________ Knows major phases of the job.

________ Lacks knowledge of some important phases of the job.

________ Has trouble grasping the job’s duties.

COMMENTS AND GOALS:

2. QUALITY OF WORK:  Consider thoroughness, accuracy and orderliness of completed work.  (Disregard amount of work handled.)

________ Quality exceptional in all respects.

________ Work is complete, accurate and presentable.

________ Quality is occasionally unsatisfactory.

________ Work is usually lacking in thoroughness, accuracy or neatness.

COMMENTS AND GOALS:

3. QUANTITY OF WORK:  Consider the amount of work completed; volume of output in relation to the nature and condition of work performed.  (Disregard quality of work.)

________ Extraordinary volume of work completed.

________ Consistently turns out an above-expected amount of work.

________ Amount of completed work is satisfactory.

________ Output unsatisfactory.

COMMENTS AND GOALS:

4. JUDGEMENT:  Consider the employee’s ability to recognize problems and make appropriate decisions, and the employee’s judgement in situations where discretion is required.

________ Judgement can always be depended upon.

________ Judgement can be depended upon in most circumstances.

________ Judgement is adequate in everyday situations.

________Judgement errors are frequently made.

COMMENTS AND GOALS:

5. ATTITUDE:  Consider attitude as it affects the employee’s function in the job.

________ Favorable attitude.

________ Satisfactory attitude.

________ Unsatisfactory attitude.

COMMENTS AND GOALS:

6. DEPENDABILITY:  Consider follow-through reliability; is work completed on time and deadlines met; how much supervision is necessary to achieve desired performance.

________ Justifies utmost confidence; a minimum of supervision is required.

________ Fairly reliable and conscientious; requires a “normal” amount of direction.

________ At times cannot be relied upon to get the desired results without considerable supervision.

________ Undependable; needs constant supervision.

COMMENTS AND GOALS:

7. COOPERATION:  Consider extent to which employee works harmoniously and effectively with fellow workers, supervisors, client and others.

________ Exceptionally successful working with and/or assisting others.

________ Generally works well with others and/or assists others.

________ Has difficulty working with or assisting others.

________ Fails to cooperate, unwilling to work with or assist others.

COMMENTS AND GOALS:

8. EFFECTIVENESS UNDER PRESSURE:  Consider ability to work under pressure; to cope and deal effectively with pressure/stress situations.

________ Works effectively under pressure.

________ Able to tolerate pressure situations.

________ Becomes agitated when under pressure.

COMMENTS AND GOALS:

9. ATTENDANCE/PUNCTUALITY:  Consider attendance and the observance of starting and quitting times, breaks, and lunch breaks.

______ Excellent attendance

______ Always punctual

______ Satisfactory attendance
______ Normally punctual

______ Attendance could improve
______ Needs to be more conscious of punctuality

______ Attendance is unacceptable
______ Punctuality is unsatisfactory

COMMENTS AND GOALS:

SUPERVISOR’S OVERALL COMMENTS:  Review performance goals for the coming year.

Supervisor’s signature: _______________________________________  Date: __________________

EMPLOYEE’S COMMENTS:  (If necessary, continue on an additional sheet of paper.)

__________________________________________________________________________________

Employee: __________________________________________________ Date: __________________

SIGNATURES:

Supervisor: _____________________________________________ Date:__________________

Director of personnel: _________________________________________ Date: _________________
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