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Employee Name:
      
Job Title: 

      
Supervisor: 

      
Review Period:  
01/01/2014- 12/31/2014
[image: image1.wmf]Type of Review: 
 FORMCHECKBOX 
 Annual

 FORMCHECKBOX 
 6 month

 FORMCHECKBOX 
 Other       
The Performance Management process is designed to communicate performance expectations related to specific goals, key performance factors and overall key responsibilities. This form is a tool for providing performance feedback and establishing goals and objectives. Supervisors and employees share equal responsibility for the process. Additionally, the employee’s position description should be reviewed in its entirety to ensure accuracy.
INSTRUCTIONS FOR PERFORMANCE MANAGEMENT
Employee: The employee completes Section A to summarize his/her accomplishments for the review period. Previous review objectives should serve as a guide for documenting accomplishments. Section B is used to indicate any change in responsibility and/or additional job duties. The employee should then submit the form to his/her supervisor for completion of Section C.
Supervisor: The supervisor reviews the form and circles the appropriate rating for each of the review objectives in Section C. The supervisor should meet with the employee as part of the performance management process, and provide written comments to support the review objective ratings. 
Employee/ Supervisor: Both employee and supervisor must initial each section and objective to acknowledge discussion. The employee and supervisor complete Section D to establish goals and objectives for the upcoming year. Both must sign the form and return to AREF Human Resources no later than February 13, 2015.
PERFORMANCE RATINGS

Performance ratings are based on the following scale for this evaluation. If a performance improvement plan is desired and/or needed, please contact AREF Human Resources for guidance. Written comments are required for Outstanding, Needs Improvement and Unsatisfactory ratings but are highly recommended for all ratings.
	O
	Outstanding
	Superior performance. It would be very rare for an employee to receive a rating of Outstanding in most or all categories.

	E
	Exceeds Expectations
	Consistently exceeds performance expectations to a degree that is obvious to the supervisor and peers. Work is of an exceptional quality and is completed ahead of scheduled deadline. Assigned responsibilities are completed without supervision. Employee recommends creative and/or highly effective solutions to issues. May serve as a role model to others within the team or project.

	M
	Meets Expectations
	Consistently meets established performance expectations. Work is completed accurately and by scheduled deadlines. Responsibilities are completed with minimal supervision. 

	N
	Needs Improvement
	Does not consistently meet performance expectations.  Work is often incomplete and/or does not meet scheduled deadlines. Supervisory oversight is frequently required. Meets the minimum position requirements. Demonstrates some skills and abilities required to perform the job. A performance improvement plan may be warranted. 

	U
	Unsatisfactory
	Does not meet performance expectations. Has not demonstrated the necessary knowledge, skills, abilities and/or commitment, although successes may be occasional. Immediate improvement is needed to maintain continued employment. A performance improvement plan should be administered.   


Section A

Summary of Employee Accomplishments 

Attachment may be added if necessary.

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     


Section B 

Change in Job Duties / Additional Responsibilities

Attachment may be added if necessary.
	     

	     

	     

	     

	     

	     

	     

	     

	     

	     


Section C

Review of Objectives
This section details how employees perform their job utilizing the descriptors appropriate for their position. Not all factors need to be rated or included in the overall ratings for the section; however, they can be used for developmental purposes.

Objective One: COMMUNICATION / INTERPERSONAL SKILLS

Rating (CIRCLE ONE):
     O    E    M    N    U

Performance Factors:

· Exhibits positive and professional behavior
· Listens attentively
· Effective in expressing and understanding ideas and instructions
· Seeks clarification to ensure understanding
· Accepts constructive feedback
· Builds and establishes effective work relationships
· Exercises courtesy, tact and respect within the workplace

	Comments:      

	     

	     

	     

	Supervisor/ Employee Initials:


Objective TWO: Job KnowledgE

Rating (CIRCLE ONE):
     O    E    M    N    U
Performance Factors:
· Demonstrates knowledge to accomplish job duties effectively
· Takes advantage of opportunities to improve
· Clearly understands business acumen
· Has necessary knowledge level and works to keep it current
· Performs well with minimal supervision
· Acts as a resource for others
· Holds self accountable for responsibilities
· Accuracy and quality of work are a priority
· Acts in accordance with procedures and policies
	Comments:      

	     

	     

	     

	Supervisor/ Employee Initials:


Objective THREE: COOPERATION / TEAMWORK

Rating (CIRCLE ONE):
     O    E    M    N    U

Performance Factors:

· Understands and supports concept of teamwork
· Volunteers time to assist and collaborates with others
· Provides appropriate feedback to team members
· Creates a harmonious work environment
· Respects the opinions of others
· Builds and establishes effective work relationships
· Adept at building work teams and consensus

	Comments:      

	     

	     

	     

	Supervisor/ Employee Initials:


Objective FOUR: PLANNING / ORGANIZATIONAL SKILLS
Rating (CIRCLE ONE):
     O    E    M    N    U

Performance Factors:

· Proactive in responding to new priorities
· Thinks strategically and identifies needs
· Work is completed on time or in advance of established deadlines
· Workspace is maintained in an orderly fashion
· Handles multiple tasks and/or activities simultaneously
· Uses work time and resources efficiently
· Delegates and/or seeks assistance as appropriate

	Comments:      

	     

	     

	     

	Supervisor/ Employee Initials:


Objective FIVE: ADAPABILITY / MANAGING CHANGE


Rating (CIRCLE ONE):
     O    E    M    N    U

Performance Factors:

· Ability to foster positive climate of change
· Anticipates and adjust to change readily
· Adjusts well to new objectives, procedures and/or policies
· Thrives under pressure or stressful situations
· Volunteers for additional work
· Takes responsibility for effective change
· Ability to understand why change is necessary and what will be required
· Offers suggestions to assist with transition
	Comments:      

	     

	     

	     

	Supervisor/ Employee Initials:


Objective SIX: PRODUCTIVITY


Rating (CIRCLE ONE):
     O    E    M    N    U

Performance Factors:

· Provides responsive service to internal/external customers that support customer and program requirements

· Participates in identifying, communicating, and implementing quality improvements that ensure attainment of workforce goals

· Handles, prioritizes and completes multiple tasks simultaneously without a pattern of errors within established deadlines

	Comments:      

	     

	     

	     

	Supervisor/ Employee Initials:


Objective SEVEN: PROBLEM SOLVING / INITIATIVE
Rating (CIRCLE ONE):
     O    E    M    N    U

Performance Factors:

· Resourceful, suggests and/or implements change and improvement
· Establishes priorities effectively
· Identifies causes and/or key issues from both quantitative and qualitative information
· Recognizes and seeks guidance and supervisory input when necessary
· Acts on own initiative to accomplish assignments or identify work to be completed
· Makes appropriate decisions and accepts responsibility for those decisions
	Comments:      

	     

	     

	     

	Supervisor/ Employee Initials:


Objective EIGHT: SUPERVISING / MOTIVATING EMPLOYEES (if applicable)
Rating (CIRCLE ONE):
     O    E    M    N    U

Performance Factors:

· Understands the development of employees
· Creates a positive and highly effective work environment
· Skilled at developing and motivating employees to give best effort
· Understands and supports the mission of the organization
· Demonstrates business acumen in understanding the environment, diagnosing strengths and opportunities, and formulating action plans
· Establishes long-range courses of action to accomplish strategic goals

	Comments:      

	     

	     

	     

	Supervisor/ Employee Initials:


Objective NINE (OPTIONAL OBJECTIVE - MAY BE TAILORED TO POSITION):
Rating (CIRCLE ONE):
     O    E    M    N    U

Performance Factors:

	Comments:      

	     

	     

	     

	Supervisor/ Employee Initials:


Section D

Objectives for the Next Review Period. Please establish a minimum of two (2) objectives.
	Objective One:      

	     

	     

	     

	Supervisor/ Employee Initials:


	Objective Two:      

	     

	     

	     

	Supervisor/ Employee Initials:


	Objective Three:      

	     

	     

	     

	Supervisor/ Employee Initials:


Employee Acknowledgement

 FORMCHECKBOX 
 I agree with this evaluation.

 FORMCHECKBOX 
 I disagree with this evaluation.
	Employee Comments:      

	     

	     

	     

	Supervisor/ Employee Initials:



Employee Signature







Date


Supervisor Signature







Date
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