PERFORMANCE AND DEVELOPMENT ASSESSMENT

	INSTRUCTIONS

	
DEVELOPMENT OBJECTIVES

· List 2 – 5 objectives that are specific, measurable, attainable, realistic, and time bound.
· These objectives may reflect any of the following areas determined appropriate for the individual:
1. Goals of the business; a stated business goal for which the individual has direct control of (for example; Increase net operating profit by 2%, manage department budget to +/- 3%, maintain on time delivery 95% or more of time;) 
2. Projects; a specific project to be completed during the next review period (for example; purchase and install automated tracking system for operational reporting,  implement new accounting software package, automate the customer service log;)
3. Skills; specific skills required to either perform the current function or prepare for a future responsibility (for example; training in excel spreadsheet functions, presentation skills, supervisory skills, learning a new piece of equipment)
	
PERFORMANCE COMPETENCIES

· Review each competency, document examples of observed behavior, and using the definitions of frequency note the frequency of the observed behavior.
· If you have not observed the behavior, feel comfortable in using na/dk.
· Coach/help the person being assessed to understand the feedback. Listen and use two – way dialogue to process the review with the individual.



	Guidelines for Documenting the Performance:
· Cite examples of what the employee does well – be specific.
Example: Consistently completes billing cycle on time with 98% accuracy.
· Identify and develop plan for addressing development needs
Example: Occasionally missed deadline for payment of Health Insurance premium; need to create calendar system to ensure prompt payment.
· Provide feedback only on what you have personally observed or has been verified; do not comment on here say or secondhand reports.







	Employee Name:
	
	Position Title:
	

	Review Date:
	
	Manager Completing Review:
	




Development Objectives (2-5) quantifiable skills, business goals, functional projects to be achieved in the upcoming appraisal year.

	Agreed upon objective
	Key measure of success
	Actual Results Achieved

	1.


	
	

	2.


	
	

	3.


	
	

	4.


	
	

	5.


	
	

	Unplanned (Note any changes that have occurred in the review period to the established goals or new goals) :


	
	



Summary Performance Comments:
	

	

	

	




	Employee Name:
	




	To Observer: Think of behaviors you have observed How often is behavior observed?
	na/dk = not applicable/don’t know
	Rarely
	Sometimes
	Consistently
	Always



PERFORMANCE COMPETENCIES
	Attitude
· Represents the ability to grasp instructions, to meet changing conditions and to solve new or problem situations.
· Reflects the willingness to take on new responsibilities and follow through independently.
· Ability to work well with others within the department as well as outside the department.
· Reflects the willingness to take initiative in solving problems and self development.

	na/dk                 rarely           sometimes          consistently         always
                                                                                              
Examples:





	Job Knowledge
· Represents the technical knowledge required to perform the work duties.
· Ability to efficiently use computer software available to maximize efficiency.
· Continues to learn new job knowledge through keeping abreast of new approaches, techniques, processes or products applicable to field of knowledge, and attends appropriate training and gains appropriate certifications.
	na/dk                 rarely           sometimes          consistently         always
                                                                                              
Examples:




	Quality
· Works with accuracy
· Improves processes, procedures or methods
· Prioritizes effectively to meet deadlines
	na/dk                 rarely           sometimes          consistently         always
                                                                                              
Examples:



	Communications
· Presents information in clear, concise,. easily understood manner.
· Represents self and organization in positive, helpful manner to customers.
· Communicates important information to appropriate other staff in the organization.
	na/dk                 rarely           sometimes          consistently         always
                                                                                              
Examples:







	Management of Resources
· Manages resources of the functional area efficiently and cost effectively.
· Manages staff through hiring, development and coaching and appropriate discipline.
· Builds effective team work both within the functions managed and across functional areas.
	na/dk                 rarely           sometimes          consistently         always
                                                                                                 
Examples:






	Employee Name:
	



Training/Skills and Development Needs
	

	

	

	



Overall Comments on Performance
	

	

	

	



Employee Comments (optional):
	

	

	

	



	Manager Signature:
	
	Employee Signature:
	

	Date:
	
	Date:
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