PROJECT SAFE, INC.

PERFORMANCE EVALUATION

Employee Name:



Position:




Evaluation Period:

2007-2008
*****    *****    *****    *****    *****    *****    *****    *****    *****    *****    *****    *****    *****    *****    *****    *****    *****    *****

Please select the rating that most applies.  Comments are optional.

SECTION I – WORK CHARACTERISTICS


Attendance & punctuality: 
Consider number of absences, work arrival and departure delays, use of annual 
sick leave, etc.



(
Consistently present and on time.
(
Adequate attendance and punctuality.

(
Difficulty in attendance and punctuality.

Comments:


Dependability:  Consider extent to which you can be counted on to carry out instructions and responsibilities, 
and the degree of supervision needed to accomplish work.
· Independent and carries out work assignments with efficiency and accuracy

· Carries out work assignments with expected degree of independence and accuracy.

· Needs a moderate amount of supervision.

· Needs  to be closely supervised to accomplish assignments.

Comments:

Interpersonal Relations:  Consider effectiveness of relations with clients, co-workers, volunteers, community, etc.  Consider cooperativeness, tact and courtesy. Consider willingness to help with on-call, coverage and special event responsibilities.

· Works extremely well with others; is very effective with interpersonal relationships

· Works well with others; facilitates cooperation.

· Relates to others fairly well; works better with some persons than others.

· Has difficulty relating to others; is not readily cooperative.

Comments:

SECTION II – JOB RESPONSIBILITIES

Consider as many responsibilities as are necessary to ensure successful job performance.  If additional pages are required, please include your name at the top of the page.

1. Task/responsibility:


Work standard:

Actual performance:


(  Exceeds requirements      (  Meets requirements
 (  Needs improvement
       (  Unsatisfactory

2.
Task/responsibility:



Work standard:


Actual performance:


(  Exceeds requirements      (  Meets requirements
 (  Needs improvement
       (  Unsatisfactory

3.
Task/responsibility:



Work standard:


Actual performance:


(  Exceeds requirements      (  Meets requirements
 (  Needs improvement
       (  Unsatisfactory

1. Task/responsibility:


Work standard:

Actual performance:


(  Exceeds requirements      (  Meets requirements
 (  Needs improvement
       (  Unsatisfactory

SECTION III – GENERAL INFORMATION
A. Update credentials, document outstanding accomplishments and service.

B. Suggest ideas to improve job conditions and/or solve work problems at Project Safe.  

C. What are your goals/objectives for your work at Project Safe in the coming year.

D. If this position was revised in the coming year, how would you like to see it.

SECTION IV – EMPLOYEE DEVELOPMENT

A. Performance Improvement Objectives
Identify areas where improvement in job performance is needed and specify action plans recommended to achieve successful work standard.

Performance Area:


Action Plan:


Performance Area:

Action Plan:

Performance Area:

Action Plan:

B. Personal Development Objectives
Identify specific objectives and action plans designed to expand the employee’s job-related skills, knowledge and abilities. 

Goal/Objective:

Action Plan:

Goal/Objective:

Action Plan:

Goal/Objective:

Action Plan:

SIGNATURES

Employee:  ____________
_______________________________________________
Date:  _____________

Please Note:  Signature does not necessarily denote agreement with official review and means only that you were given the opportunity to discuss the official review with parties involved.

Executive Director:_____________________________________________________________    Date: ______________


    Joan Prittie

