CLINCH-POWELL RESOURCE CONSERVATION & DEVELOPMENT COUNCIL

Support Staff Performance Evaluation

Instructions:

Both the employee and her/his supervisor are to complete this evaluation form for the annual performance review.  The employee is to complete the form as a self-assessment; the supervisor is to complete the form to evaluate the employee’s performance.  The completed form will be included in the employee’s personnel file.  When the form is used for a probationary employee, no employee self-assessment is performed.

Name of Employee:  ____________________________________

Job Title: _____________________________________________

This position is ___ exempt or ___ non-exempt under the Fair Labor Standards Act.

Check appropriate category:

___  Annual Performance Appraisal (Period covered: _________________)

___ Six Month Introductory Review


___ Other periodic review (explain: _______________________________)

SECTION A:  APPRAISAL Of ANNUAL OBJECTIVES, JOB DUTIES & OTHER ACCOMPLISHMENTS – Employee and supervisor assess employee’s performance based on annual objectives and job duties as defined in employee’s job description and annual objectives.  Any other accomplishments not addressed in annual objectives or job duties should also be included.  Consult with your supervisor regarding whether to write about each objective separately or to do a summary of all objectives combined.  Regardless of the format used, focus on highlights of accomplishments and performance results rather than a detailed summary of the work done during the appraisal period.
1. EMPLOYEE’S SELF-ASSESSMENT (narrative listed by objective):

2. SUPERVISOR’S ASSESSMENT:

SECTION B:  PERFORMANCE STANDARDS ASSESSMENT – In addition to meeting annual objectives and fulfilling job duties, RC&D assesses performance on standard performance items.
The Rating Scale for performance is as follows:

B - Below expectations

M - Met expectations

E - Exceeded expectations

Place an “x” under the appropriate rating

	
	Employee’s

Assessment
	Supervisor’s

Assessment

	ALL STAFF:  The standards in this section apply to all employees regardless of position.  Using Below, Met or Exceeded, employees rate their own performance; supervisor’s then record their assessment.
1. Knowledge of job:  The extent to which the employee has mastered all the duties of the position.

2. Quality of Work:  The degree to which the accuracy, comprehensiveness, timeliness and organization of work performed are such that supervisory review is not required.

3. Quantity of Work:  Amount of work completed in a specified time period.

4. Cooperation:  Ability to work with and relate to other staff, and to accept supervision.

5. Adaptability:  Ability to adjust to changes in the work situation and to handle pressure.

6. Initiative:  The extent to which the employee demonstrates a willingness and enthusiasm to perform the job, and the ability to use creativity and imagination in finding ways to complete the assigned work.

7. Attendance and punctuality:  The degree to which the employee reports to work regularly and on-time, and conforms to office hours.

8. Verbal communications skills:  The ability of the employee to express self verbally, includes telephone contact abilities and degree of helpfulness and courtesy toward the callers, visitors, and co-workers.

9. Written communication skills:  The extent to which the employee’s written work is well organized, grammatically correct, and does not require revision by the supervisor.

10. Computer/clerical skills:  The degree of proficiency in using the computer and using assigned software, accuracy of phone messages, proofreading of work, maintaining files, and other clerical tasks.
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SECTION C:  PERFORMANCE STRENGTHENING – Based on the assessments in Sections A and B, supervisor and employee identify areas targeted for strengthening performance and recommend appropriate training and skills development objectives.  Comment on any performance standard rated as “Below” in Section B and include specific examples of the deficient actions, the impact on the program or staff, and suggestions for improvement.
1. EMPLOYEE’S RECOMMENDATIONS:

2. SUPERVISOR’S RECOMMENDATIONS:

OVERALL PERFORMANCE RATING CHECKLIST – Supervisor should use the following performance rating checklist for guidance in determining an appropriate performance rating.  Both employee and supervisor(s) must sign and date the cover page prior to submitting for processing.  Overall rating of Below or Exceeds will be discussed and given in consultation with RC&D Personnel Committee.

TO THE SUPERVISOR:  Ultimately overall performance will be classified into one of three categories:  Exceeded Expectations, Met Expectations or Below Expectations.  Review the criteria for each performance rating and determine the one that most accurately reflects the employee’s overall performance for the year or introductory period.  Place a checkmark by the assigned performance rating and preview each corresponding statement to confirm that most or all criteria have been met to support the accuracy of your rating.  Comments on the appraisal form must support the rating.
___
B – Below Expectations:  Performance results were below the high standards of the RC&D


___ Although the employee may have met some key duties and objectives, the 

employee did not accomplish some of them in a timely manner and/or 

work did not meet quality and/or quantity standards.


___ The employee could not be relied upon to meet priorities consistently without 

on-going attention and checking, and/or the employee’s approach was inconsistent with RC&D values and/or did not comply with policies and procedures.


___ Overall performance fell short of RC&D standards in one or more areas that 

are critical to success.


___ Weaknesses or deficiencies indicate the need for prompt corrective action.

___  M – Met Expectations:  Performance results met RC&D high standards.


___ The employee accomplished key objectives, possibly exceeding in some, and 

fulfilled job duties.


___ Performance reflected the high level of competence expected of our staff.


___ Time was used effectively and productively; deadlines were consistently met.


___ Work style was consistent with RC&D values and complies with policies and 

procedures.


___ Performance at this level shows no serious weaknesses or deficiencies in any 

key area.  The employee acknowledged any identified deficiencies and 

efforts were made by the employee to improve.


___ There may be room for improvement, but employee’s overall performance 

satisfies RC&D high standards.

___ E – Exceeded Expectations:  Performance results exceeded RC&D high standards.


___ The employee exceeded key objectives and fulfilled job duties in an 

exemplary fashion.


___ Exhibited no weaknesses or deficiencies in any key area.


___ The employee demonstrated full and complete mastery of the job, yet took 

initiative to improve and to assume additional responsibility.


___ Work style exemplifies RC&D values and complies with policies and 

procedures.


___Overall, the employee can be relied on to achieve desired results with 

distinction and excellence.

Employee’s Signature: _____________________________________________________

Date: ___________________________________________________________________

Signature does not necessarily mean that the employee agrees with the evaluation, but rather indicates that s/he has read the form and has discussed the evaluation with the supervisor.

Signature of Supervisor:____________________________________________

Date: ____________________________________________________________________

