Annual Performance Evaluation for Parish Personnel

Evaluation for:  (insert name)
 For the period:  (time period covered by evaluation)
Instructions:  Carefully evaluate the employee’s performance for the timeframe noted above in relation to the “Essential Functions” noted on his / her job description.  Please check the box which most closely describes the employee’s performance in each area and provide further comment in the space provided for each question.

1. Quality:  Extent to which an employee’s work is accurate, thorough & neat.

	Needs improvement
	 
	Meets requirements
	 
	Exceeds expectations
	 


2. Productivity: Extent to which an employee produces a significant volume of work, efficiently, in keeping with specified deadline.  Does this employee waste work time on personal business?
	Needs improvement
	 
	Meets requirements
	 
	Exceeds expectations
	 


3. Reliability / Attendance: Extent to which an employee can be relied upon regarding task completion.  Is this employee consistently present and on time?
	Needs improvement
	 
	Meets requirements
	 
	Exceeds expectations
	 


4. Initiative / Resourcefulness: Extent to which employee seeks additional work or offers problem-solving ideas / procedures.  Is this employee open-minded & flexible, able to adjust to changing situations?
	Needs improvement
	 
	Meets requirements
	 
	Exceeds expectations
	 


5. Relationships / Team Work: Extent to which an employee demonstrates the ability to cooperate, work & communicate with co-workers, supervisors, subordinates and outside contacts.  Does this employee present a positive image of work performed at the Central Offices?
	Needs improvement
	 
	Meets requirements
	 
	Exceeds expectations
	 


Additional areas of consideration:

A. How well did this employee meet his / her goals from the past year?

B. Suggestions for improvement?

C. As a manager, what goals do you have for this employee for the coming year?

Additional comments:

We reviewed and discussed this information on the date noted below and have each retained a copy.

Employee: 







 Date: 




Supervisor: 







 Date: 
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