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EMPLOYEE PERFORMANCE REVIEW
	LAST NAME
	
	FIRST NAME
	

	POSITION
	
	DEPARTMENT
	


	HIRE DATE
	
	HIRED for PRESENT POSITION
	

	STATUS
	   Exempt

   Non-Exempt
	DATE of LAST REVIEW
	

	SUPERVISOR
	
	DATE of THIS REVIEW
	

	TYPE OF APPRAISAL
	   Annual   

   Other (Please Explain):


Performance Review Guidelines
This performance review form is the standard form for summarizing and documenting, in writing, a record of employee performance and accomplishments.  It is important that this documented performance record be accurate and comprehensive. Performance reviews are critical for the support of personnel decisions to promote, motivate, train and develop our employees. 
A performance review is a combination of management by objectives and various key performance factors as determined by Human Resources.  It is a review process based on measurable goals and behavioral competencies that serve as standards of performance. This process is designed to review performance and motivate employees by actively involving them in the process.
A formal performance review ensures that a thorough evaluation of all aspects of employee performance takes place based on previously discussed performance expectations; and that the evaluation is documented and effectively communicated to the employee. 
All employees should know:
· What responsibilities and results they are accountable for;
· How their job affects their departments overall performance;
· How their work performance will be measured and evaluated.
EMPLOYEE:  
· Complete the JOB RESPONSIBILITIES, GOALS, and SELF ASSESSMENT sections of this form (pages 2&3)
· Return to your supervisor for discussion and completion of the evaluation. 
PRINCIPLE JOB RESPONSIBILITIES 
(to be completed by EMPLOYEE)
	JOB RESPONSIBILITIES

	


Review goals from the previous year and indicate if the goal has been complete with a Yes or No and describes the results/outcomes from each completed goal. 
	PREVIOUS YEAR GOALS & OBJECTIVES

	Goal/Objective
	Completed 
	Outcomes/Results

	
	Yes/No
	

	
	Yes/No
	

	
	Yes/No
	

	
	Yes/No
	

	
	Yes/No
	


EMPLOYEE SELF ASSESSMENT
Please answer the following questions.
	What were your most notable accomplishments this year?

	

	Which goals were met this year and which were not and why?

	

	Think about your job performance this year, what would you have liked to have done better?

	

	What goals would you like to set for next year?

	


CORE BEHAVIOR ASSESSMENT
(to be completed by EMPLOYEE & SUPERVISOR)
Rate employee’s capability or knowledge in the following areas in terms of current role requirements. As appropriate, please provide in writing examples to support your assessment, particularly for scores of 3.  
	1
	Meets and/or exceeds some requirements

	2
	Meets some but not all requirements

	3
	Does not meet requirements    

	CORE BEHAVIOR
	EMPLOYEE RATING
	SUPERVISOR RATING

	SUPPORT OF THE MISSION: Values and supports the mission of the Diocese.
	
	

	COMMUNICATION:  Exhibits effective listening and comprehension skills.  Effectively expresses oneself both verbally and in writing.  Responds with tact and diplomacy when dealing with others.  Is an effective public representative of the Diocese.
	
	

	INITIATIVE:   Takes ownership of work; doing what is needed without being asked.  Ability for self-direction, anticipates needs and identifying problems.  Makes suggestions for more effective work methods and offers ideas for improvements.
	
	

	ACCOUNTABILITY:  Accepts personal responsibility for the quality and timeliness of work.  Follows through on commitments. Can be relied upon to achieve excellent results with little need for oversight.
	
	

	TEAMWORK & COLLABORATION:   
Seeks consensus in problem-solving.  Helpful, respectful, and approachable, builds and maintains effective work relationships and a positive work environment.  Actively participates in planning and achieving work goals.
	
	

	COACHABILITY:  Receptive to feedback; willing to learn; embraces continuous improvement.
	
	

	WORK QUALITY AND QUANTITY:    
Work produced is consistently reliable, accurate and organized.  Amount of work produced is significant.  
	
	

	JUDGMENT:  Demonstrates well-reasoned, appropriate decision- making abilities.  Able to maintain appropriate confidentiality.
	
	

	DEPENDABILITY:  Exhibits reliability to carry through to successful completion various job responsibilities.
	
	


	FOR EVALUATIONS OF SUPERVISORS AND MANAGERS ONLY
	EMPLOYEE RATING
	SUPERVISOR RATING

	LEADERSHIP:  Maintains long-term focus on achieving mission.  Actively participates in strategic planning.  Seen as a role model for employees in both words and actions.  Establishes and clearly communicates priorities.  Fosters open, two-way communications.
	
	

	PERFORMANCE MANAGEMENT: 

Develops employees’ skills and encourages professional growth.  Completes thorough and timely performance reviews.  Provides constructive feedback as appropriate.
	
	

	RESOURCE MANAGEMENT: 
Effectively budgets and allocates funds, equipment, time and resources.
	
	


	JOB RESPONSIBILITIES NOT IDENTIFIED ABOVE

	


OVERALL PERFORMANCE REVIEW RATING
(to be completed by SUPERVISOR)
Check rating that best describes the employee’s overall performance.
		Meets And/or Exceeds Requirements of the Position
· Performance results frequently exceed those expected

· Makes recommendations for improvements to processes

· Demonstrates above average judgment and an ability to solve relatively complex problems

· Completes assignments and/or duties with very little direction or supervision

· Frequently anticipates changes and readily adapts to them, sometimes creating enhanced processes


		  Meets Some, but Not All Requirements of the Position
· Achieves results that meet some, but not all, of the minimum requirements of the position

· Usually relies on others to solve problems and occasionally repeats errors

· Has basic working knowledge of position accountabilities

· Generally requires more direction or supervision

· Does not generally anticipate changes and/or adapts slowly when they occur


		Does Not Meet the Requirements of the Position
· Does not achieve results that meet the minimum requirements of the position

· Makes errors consistently and often repeats the same mistakes

· Demonstrates an inability to perform key job functions despite repeated explanation and counseling

· Requires excessive direction or supervision  
· Resists changes and does not readily adapt to them



	


	  


GOALS & OBJECTIVES FOR UPCOMING YEAR
(to be completed by SUPERVISOR & EMPLOYEE)
Based on comments and/or feedback, identify anticipated goals for the upcoming year and the expected results.
	GOALS & OBJECTIVES

	Goal/Objective
	Target Dates
	Expected Results

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


COMMENTS (Optional)
This space is provided for both supervisor and employee to provide additional comments regarding the performance review. 
	SUPERVISOR COMMENTS

	

	EMPLOYEE COMMENTS

	


Employee’s Signature: _________________________________________________Date: ___________________
Supervisor’s Signature: ________________________________________________Date: ___________________
HR Director’s Signature: _______________________________________________Date: ___________________
 PAGE 
7
	
	
	



