
Diocese of Brownsville 

Employee Performance Evaluation 

Employee:  Title:  

Department:  Review Period:  

Reviewer:  Title:  
 

Current Date: 
 Date 

Hired 
 Number of Years in 

Present Position 
 

This Evaluation should be based on the job description: 

Rating Description  Performance Standards/Measures 

3 Exceeds Expectations 
Performance consistently generates results 
above those required and contributes in a 
superior manner. 

 Demonstrates advanced job competency 

 Consistently meets and sometimes exceeds all relevant 
performance standards 

 Consistently high level of productivity, exceeding or meeting all 
timelines 

 Has accomplished all major goals for the rating period 

2 Meets Expectations 
Good performance, fulfilling requirements 
and may occasionally generate results above 

those required. 

 Demonstrates thorough job competency and skill level for 
position 

 Quality of work meets all performance standards 

 Productivity meets demands of the position and department 

 Consistent performance on priority goals (does not consistently 
exceed or fall short of targets) 

1 Needs Improvement 
Performance leaves room for improvement. 
Either performance level has declined or has 
not shown reasonable improvement during 
the rating period. 

 Not fully competent in all tasks required 

 Work quality is inconsistent, falling below performance standards 
at times 

 Productivity is consistent, missing deadlines at times 

 No reasonable progress toward critical goals during the rating 
period 

 

Performance 
Standard 

 
Description 

Employee 
Rating 

Supervisor 
Rating 

Quality and Quantity 
(Adm. Employee and 
supervisors Only) 

Measures a person’s work product in terms of 
quality and quantity. 

  

 
Job Knowledge 

Refers to a person’s level of understanding about 
the job and the technical skills required to do the 
job. 

  

 
Work Place Etiquette 

Measures a person’s ability to work in a professional 
manner, treat people with respect, work justly and 
safeguard sensitive or confidential information. 

  

Support for the Mission 
and Teaching of the 
Catholic Church 

Refers to a person’s ability to articulate the mission 
of the Church and to work with a spirit of joy and 
collaboration to assist the bishop in serving the 
people of God in the Diocese. 

  

Communication Evaluates how well a person conveys and absorbs 
information. 

  

Teamwork and 
Cooperation 

Evaluates how well a person builds effective 
working relationships with internal and external 
customers. 

  



Dependability and 
Initiative 
 

Evaluates a person’s level of responsibility and 
commitment for meetings and goals as well as 
attendance. It also evaluates initiative and use of 
good judgment. 

  

Planning and 
Organization 

Measures how well a person priorities work and 
events in an organized manner. 

  

 
Responsive to Change 

Measures the ability to support and adapt to 
changes in the work environment, problem solving 
approach toward work, if the employee is 
committed to a life long learning. 

  

Leadership 
(Supervisors Only) 

Refers to how well a person works effectively with 
others toward a common goal in a manner that 
gains acceptance or agreement. 

  

Delegation  
(Supervisors Only) 

Evaluates how well a person delegates tasks to 
maximize productivity and develop employees’ 
skills. 

  

Managing Others 
(Supervisors Only) 

Measures a person’s ability to manage employees’ 
performance and effectively direct work activities. 

  

Overall Performance 
Rating 

   

 

 
Employee  
Comments 

 
 
 

 

I have reviewed this document and discussed the contents with my supervisor. My signature means that 

I have been advised of my performance status and does not necessarily imply that I agree with the 

evaluation. 

 

Employee Signature         Date 
 

 
Supervisor   
Comments 

 
 
 
 
 

 
 
 

Supervisor Signature         Date 
 

 

Department Director Signature         Date 
 



PERFORMANCE EVALUATION PROCESS AND INSTRUCTIONS 
 
The purpose of the evaluation form is to provide a written record of an employee’s performance during 
a specific evaluation period. As a supervisor, you are urged to be candid in your evaluation, both for the 
benefit of the employee and for the accuracy of the review record. As an employee, you are urged to be 
sincere and precise in your self-evaluation. The completed evaluation will become part of the 
employee’s permanent record.  
 

RATING DESCRIPTIONS 

Supervisors and employees will assign one rating number (3 Exceeds expectations, 2 meets expectations 

or 1 needs improvement) to each core standard based on observations about the employee’s 

performance during the current review period and specific job responsibilities. 

 
PERFORMANCE COMPETENCIES 

For each of the core standards, supervisors should highlight the employee’s major accomplishments 

during the evaluation period.  Note the employee’s strengths and development needs as they relate to 

performance.  Be as specific as possible.  Standard ratings should be assigned in a way that is 

appropriate for the position and the employee’s work environment.  Please note that the first standard 

is for administrative and supervisory employees only, the last three competencies are for employees 

who have management or supervisory responsibilities only. Moreover, there should be more emphasis 

on ministry employees when evaluating the standard of dependability and initiative. 

PERFORMANCE IMPROVEMENT PLAN 
 

Performance improvement needs may emerge during the performance cycle.  If this occurs, be sure to 
communicate this to the employee as soon as possible and work together to resolve any performance 
deficiencies.   These needs must be addressed and corrected in order for the employee to meet 
performance expectations. If not addressed, these improvement needs may become larger and more 
serious and may result in a Performance Improvement Plan (PIP).  Contact Human Resources for further 
assistance. 
  
Performance improvement needs can be addressed by taking the following steps:  

 Discuss the specific need with the employee and describe how it is affecting performance; 
ensure the employee sees why there is a need to improve  

 Select a behavioral goal (state a specific outcome the employee needs to achieve)  

 Discuss how the goal can be reached and ask the employee what actions he/she can take to 
meet the goal; include any suggestions that you may have  

 Agree on a plan of action  

 Determine how progress will be measured  

 Set a timetable that includes checkpoints to measure progress toward the goal.  
 
Provide ongoing support and feedback to help the employee achieve the goal.  When you see positive 
change, recognize and reinforce it! 
 

 

 



TIMELINE FOR CONDUCTING PERFORMACE EVALUATION 

An interim performance evaluation will be conducted on new employees at the completion of three 

months (progress report).  Supervisors may also choose to conduct an evaluation at the completion of 

six months, or more frequently if performance deficiencies are present.  Human Resources will send 

supervisors the progress report.   

Established staff, defined as having one or more years service with the diocese will be evaluated on an 

every-other year basis.  Supervisors may choose to conduct reviews annually or more frequently if at 

any time sub-standard performance is observed.   

Supervisors and employees will have until the end of the following month of distribution to write, 

conduct and submit signed copies of the performance evaluation to Human Resources. 

*Note:  All signatures must be obtained before the performance review and goals documents are 

forwarded to Human Resources.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 



 
GOAL EVALUATION FOR PREVIOUS REVIEW PERIOD 
 
Goals from previous review period: Evaluate how effectively goals were achieved. Which goals were 
achieved well? Which goals, if any, were not achieved at established level? What factors affected goal 
achievement. 
 

 
Goals 

Was the goal  
Effectively 
achieved? 

Was the goal not 
Effectively 
achieved? 

If not, indicate the factors that 
affected the goal achievement 

1 
 
 
 

   

2 
 
 
 

   

3 
 
 
 

   

 
GOALS AND TRAINING PLAN FOR NEXT EVALUATION PERIOD 
 
Please identify three specific goals to be achieved, including outcomes and timelines. Indicate any action 
to be taken by the supervisor in assisting the employee in achieving these goals. Additional goals may 
also be noted. 
 

Goals Outcomes Timeline Supervisor’s actions to assist 
employees. 

1 
 
 
 

   

2 
 
 
 

   

3 
 
 
 

   

 


