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PERFORMANCE EVALUATION

( ORIENTATION EVAL.
(  Pass

(  Not Pass

(  Extend to 


NAME: 



      PROGRAM:____________________

JOB TITLE: 



      EVAL DATE: 


___    

COMPLETED BY::




_____________
___
Evaluation key:


(E)  
Exceeds Expectations:
Consistently performs at an unusually high level of excellence.  Very little room for





 
improvement.


(M+)
Above Expectations:
Provides noteworthy, substantial “extras” for the program (coverage, projects).


(M)
Meets Expectations:
Consistently and adequately meets job expectations/objectives at or above standards.


(NM) 
Expectations Not Met:
Results are not consistently acceptable and may require immediate improvement.


(NA)
N/A:


Not applicable to position or too soon to evaluate

	I.   JOB KNOWLEDGE
	E
	M+
	M
	NM
	NA

	     A.  Demonstrates knowledge of all basic job  responsibilities
	
	
	
	
	

	     B.  Demonstrates awareness of & adherence to Agency code of conduct & regulatory requirements for position. 
	
	
	
	
	

	     C.  Aware of and follows relevant agency policy/procedures applicable to position.
	
	
	
	
	

	     D.  Seeks to improve job knowledge through observation & questions
	
	
	
	
	

	     E.  Recognizes errors/problems & reports such  immediately
	
	
	
	
	

	     F.  Applies job knowledge to responsibilities
	
	
	   
	
	

	      G..  Functions well in position with appropriate level of supervision
	
	  
	
	
	

	      H.   Demonstrates ability to handle volume of work
	
	
	
	
	


COMMENTS/RECOMMENDATIONS:
.  



























	II. SUPERVISION/MANAGEMENT-(To be completed for supervisory staff only)
	E
	M+
	M
	NM
	NA

	       A.  Works together with staff and individuals to achieve excellence & promote morale
	   
	
	
	
	

	       B. Demonstrates awareness & adherence to habilitation requirements
	
	 
	
	
	

	       C.  Regularly meets with employees to discuss performance and goals
	
	
	
	
	

	       D.  Selects, trains and develops competent employees
	
	
	
	
	

	       E.  Fosters a diverse culture where talents, ideas and potential are valued
	
	
	
	
	

	       F.  Insures staff compliance with agency training requirements
	
	
	
	
	

	       G.   Demonstrates ability to manage operational budgets
	
	
	
	
	

	       H. Arranges time, work and work-related activities in an organized structure that promotes     productivity
	
	
	
	
	

	       I.   Ensure that work-related safety procedures are in place and are being adhered to by staff.                      This includes on-the-job accident investigation and reporting.
	
	
	
	
	


COMMENTS/SOLUTIONS:





























	III.  INTERPERSONAL SKILLS
	E
	M+
	M
	NM
	NA

	       A.  Establishes and maintains positive & effective relationships with:
	
	
	
	
	

	             Families
	
	
	
	
	

	             Co-workers
	
	  
	
	
	

	             Supervisor
	
	  
	
	
	

	             Subordinates
	
	
	
	
	

	             Other agency personnel
	
	  
	
	
	

	             Outside Services
	
	  
	
	
	

	      B.    Interaction with participants:
	
	
	
	
	

	             Establishes and maintains positive relationships
	
	
	
	
	   

	 Promotes opportunity and supports dreams 
	
	
	
	
	

	             Acts responsibly with kindness and compassion
	
	
	
	
	   

	             Effectively advocates to ensure quality services
	
	
	
	
	

	     C.    Demonstrates good judgment in dealing with others    
	
	   
	
	
	

	     D.    Demonstrates courtesy and respect in every interaction
	
	   
	
	
	


COMMENTS/SOLUTIONS: 





























	IV.   COMMUNICATION SKILLS
	E
	M+
	M
	NM
	NA

	         A.  Oral (or signing)- Expresses thoughts clearly in conversations and interactions
	
	 
	
	
	

	         B.  Written- Expresses written ideas clearly and concisely
	
	
	
	
	

	         C.  Comprehension of written & oral communication
	
	
	
	
	


COMMENTS/SOLUTIONS:





























	V.  GENERAL WORK HABITS
	E
	M+
	M
	NM
	NA

	      A.   Plans & organizes work to meet objectives and  deadlines
	
	
	
	
	

	      B.   Completes assignments & responsibilities in a timely manner
	
	
	
	
	

	      C.   Flexible – readily adapts to changes
	
	
	
	
	

	      D.   Accepts supervision with a positive and appropriate attitude
	
	    
	
	
	

	      E.    Displays initiative
	
	
	
	
	

	      F.    Follows agency code of conduct policy and procedure
	
	    
	 
	
	

	      G.  Exhibits safe driving habits when using agency vehicles and/or transporting individuals 
	
	
	
	
	

	      H.   Completed agency training requirements in a timely manner
	
	
	
	
	

	       I.    Appropriate work attire
	
	
	
	
	

	       J.    Attendance
	 
	
	
	
	

	       K.  Utilizes time effectively
	 
	
	
	
	

	      L.   Punctuality
	
	
	
	
	

	      M.  Adheres to all work safety procedures and reports on-the-job accidents promptly.
	
	
	
	
	


COMMENTS/SOLUTIONS:













	VI. FEEDBACK FROM PEOPLE SUPPORTED. Please solicit input from people supported by asking direct questions; examples are provided below. 
	E
	M+
	M
	NM
	NA

	A. Establishes and maintains positive relations (i.e. Do you have a positive relationship with this staff? Does the staff greet you in the morning? Are you able to approach this staff if you have a question or a concern?)
	
	
	
	
	

	B. Treats people with dignity and respect (i.e. Does this staff person ask you about your choices, interests or what you want to do for the day? If you need help, does the staff assist you? Does this staff person respect your privacy (offer assistance/approaches quietly, offers quieter area if upset to discuss problems)?
	
	
	
	
	

	C. Promotes opportunities and supports attainment of personal outcomes (i.e. Does this staff person encourage you to be independent and do as much of a task as possible? Do you share your goals and dreams with this person? Do they offer advice or support? Do they ask questions to learn more about you? 
	
	
	
	
	


COMMENTS/SOLUTIONS:














_________________________________________________________________________________
OVERALL COMMENTS: 













PROFESSIONAL/PERSONAL GOALS & RECOMMENDATIONS:








EMPLOYEE COMMENTS:














Please note that any individual not met score, disqualifies an employee from an overall score of meets+ and exceeds.

OVERALL EVALUATION: 
( EXCEEDS*

(MEETS PLUS*
( MEETS
( NOT MET





*Dir’s. Signature req’d. for overall rating of  EXCEEDS and MEETS PLUS, prior to review with employee.

This evaluation has been discussed with me and I have received a copy:
     Employee Signature


 Date

 

 Supervisor Signature

 Date

 Director or Designee Signature

 Date
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