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Performance Review and Counseling Session
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To:
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From:
  [image: image3.wmf]
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I have scheduled a meeting on  [image: image4.wmf]

  to give us an opportunity to discuss your performance and achievements in the last [image: image5.wmf]

 months, and to allow us to plan for your future development within the component.  Please come prepared to discuss your thoughts and ideas relating to your performance.  I look forward to meeting with you.
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Comments:  FORMTEXT 

Westchester Community Opportunity Program, Inc.
Employee Performance Appraisal Form
Name:         [image: image6.wmf]
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Section I - Goal Development and Results

	1.  GOALS & OBJECTIVES  
	RESULTS ACHIEVED

	List in order of importance the major responsibilities of the employee’s position.
	Describe results employee obtained on each responsibility during appraisal period.

	1.
	1.

	
	

	2.
	2.

	
	

	3.
	3.

	
	

	4.
	4.

	
	

	5.
	5.

	
	

	6.
	6.

	
	

	2.ACHIEVEMENT AREAS
	IMPROVED RESULTS POSSIBLE

	What parts of the job does the employee do especially well?
	In what areas are improvements needed?

	1.
	1.

	
	

	2.
	2.

	
	

	3.
	3.

	
	

	4.
	4.

	
	

	5.
	5.

	
	

	6.
	6.

	
	

	3.  PERFORMANCE IMPROVEMENT PLAN

	List specific activities agreed upon as goals to be achieved during next appraisal period.

	ACTION TO BE TAKEN
	PRIORITY

	
	

	
	

	
	

	
	

	
	


Section II - Detailed Appraisal Summary

	Knowledge
	
	Unsatisfactory
	Satisfactory
	Good
	Excellent

	1.  To what extent does the individual command the knowledge essential to present job classification?
	Knowledge of Job Function
	[image: image13.wmf]
	[image: image14.wmf]
	[image: image15.wmf]
	[image: image16.wmf]

	2.  Knowledge of special requirements pertinent to program, funding sources, etc.?
	Program Knowledge
	[image: image17.wmf]
	[image: image18.wmf]
	[image: image19.wmf]
	[image: image20.wmf]


	WORK-RELATED CAPABILITIES
	
	Unsatisfactory
	Satisfactory
	Good 
	Excellent

	1. Arrangement of tasks so that they can be

Performed with dispatch and efficiency.
	PLANNING
	[image: image21.wmf]
	[image: image22.wmf]
	[image: image23.wmf]
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	2.  Does the individual see that plans and

Instructions are effectively carried out?
	FOLLOW-UP
	[image: image25.wmf]
	[image: image26.wmf]
	[image: image27.wmf]
	[image: image28.wmf]

	3.  Understanding and interpretation of new ideas and assignments.
	APTITUDE
	[image: image29.wmf]
	[image: image30.wmf]
	[image: image31.wmf]
	[image: image32.wmf]

	4.  Production of work that is free from error.
	ACCURACY
	[image: image33.wmf]
	[image: image34.wmf]
	[image: image35.wmf]
	[image: image36.wmf]

	5.  Does the individual produce work that is

comprehensive in scope and complete in detail?
	THOROUGHNESS
	[image: image37.wmf]
	[image: image38.wmf]
	[image: image39.wmf]
	[image: image40.wmf]

	6.  Does the individual alter activities to meet the demands of new situations?
	ADAPTABILITY
	[image: image41.wmf]
	[image: image42.wmf]
	[image: image43.wmf]
	[image: image44.wmf]

	7.  Does the individual examine problems to distinguish their component parts separately or in their relation to the whole?
	ANALYSIS
	[image: image45.wmf]
	[image: image46.wmf]
	[image: image47.wmf]
	[image: image48.wmf]

	8.  Does the individual recognize the significant from the less significant in arriving at sound conclusions?
	JUDGMENT
	[image: image49.wmf]
	[image: image50.wmf]
	[image: image51.wmf]
	[image: image52.wmf]

	9.  Does the individual make contributions to improve methods or to add to existing knowledge?
	CREATIVITY
	[image: image53.wmf]
	[image: image54.wmf]
	[image: image55.wmf]
	[image: image56.wmf]

	10.  Does the individual have the capability of being depended upon to produce work of a consistent nature?
	RELIABILITY
	[image: image57.wmf]
	[image: image58.wmf]
	[image: image59.wmf]
	[image: image60.wmf]


Section III - Supervisory Capabilities

	
	Unsatisfactory
	Satisfactory
	Good
	Excellent

	1.  Delegation of authority and responsibility.
	[image: image61.wmf]
	[image: image62.wmf]
	[image: image63.wmf]
	[image: image64.wmf]

	2.  Decision making ability.
	[image: image65.wmf]
	[image: image66.wmf]
	[image: image67.wmf]
	[image: image68.wmf]

	3.  Organizational responsibility (reports, budgets, funding compliance, etc.).
	[image: image69.wmf]
	[image: image70.wmf]
	[image: image71.wmf]
	[image: image72.wmf]

	4.  Ability to integrate program and agency objectives with subordinates’ talents.
	[image: image73.wmf]
	[image: image74.wmf]
	[image: image75.wmf]
	[image: image76.wmf]

	5.  External relationships and public relations efforts.
	[image: image77.wmf]
	[image: image78.wmf]
	[image: image79.wmf]
	[image: image80.wmf]

	6.  Development of good working relationship with subordinates.
	[image: image81.wmf]
	[image: image82.wmf]
	[image: image83.wmf]
	[image: image84.wmf]

	7.  Development of good working relationship with peers.
	[image: image85.wmf]
	[image: image86.wmf]
	[image: image87.wmf]
	[image: image88.wmf]

	8.  Training and development of subordinates.
	[image: image89.wmf]
	[image: image90.wmf]
	[image: image91.wmf]
	[image: image92.wmf]
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Section IV - Personal Traits

	
	
	Yes
	Sometimes
	No

	1. Does the individual strive to accomplish what is undertaken in spite of problems?
	PERSEVERANCE
	[image: image97.wmf]
	[image: image98.wmf]
	[image: image99.wmf]

	2.  Does the individual work with little supervision?
	SELF-RELIANCE
	[image: image100.wmf]
	[image: image101.wmf]
	[image: image102.wmf]

	3.  Does the individual work well under pressure?
	COMPOSURE
	[image: image103.wmf]
	[image: image104.wmf]
	[image: image105.wmf]

	4.  Does the individual succeed in presenting the results of his/her activities orally?
	ORAL 

EXPRESSION
	[image: image106.wmf]
	[image: image107.wmf]
	[image: image108.wmf]

	5.  Does the individual have competence in writing reports, notes, and memos?
	WRITING SKILL
	[image: image109.wmf]
	[image: image110.wmf]
	[image: image111.wmf]

	6.  Does the individual show interest in the work he/she does?
	INTEREST
	[image: image112.wmf]
	[image: image113.wmf]
	[image: image114.wmf]

	7.  Does the individual take on additional job related work without being asked?
	INITIATIVE
	[image: image115.wmf]
	[image: image116.wmf]
	[image: image117.wmf]

	8.  Does the individual accept responsibility for his/her work?
	RESPONSIBILITY
	[image: image118.wmf]
	[image: image119.wmf]
	[image: image120.wmf]

	9.  Does the individual come to work on time regularly?
	PUNCTUALITY
	[image: image121.wmf]
	[image: image122.wmf]
	[image: image123.wmf]

	10.  Does the individual have regular attendance?
	ATTENDANCE
	[image: image124.wmf]
	[image: image125.wmf]
	[image: image126.wmf]


Section V - Overall Performance

Supervisor's evaluation of employee's overall performance

Check overall evaluation and write in comments below

[image: image127.wmf]
5) Consistently exceeds job requirements with superior quality. Assignments and responsibilities are being accomplished in a highly effective manner with only general guidance. Employee produces tangible results substantially above the normal standards of the job.
[image: image128.wmf]
4) Consistently meets job requirements and on numerous occasions exceeds them. Assignments and responsibilities are being accomplished in an effective manner with only occasional specific supervision. Employee produces tangible results which always meet normal standards of the job and sometimes exceed them.
[image: image129.wmf]
3) Achieves performance expected. Performs all aspects of job description and consistently meets job requirements.  Assignments and responsibilities are being accomplished effectively with a minimum of supervision and direction. Employee produces tangible results at least equal to normal standards of job.

[image: image130.wmf]
2) Normally meets job requirements but occasionally performs less than expected. Assignments and responsibilities are being accomplished but sometimes with less than complete effectiveness. Requires above-normal supervision and direction. Employee produces results usually meeting job standards but occasionally not.
[image: image131.wmf]
1) Unable to meet job requirements. Performance well below standards and not acceptable. Requires continual close supervision and direction. Employee produces inadequate results which require immediate improvement.

Comments on overall evaluation
[image: image132.wmf]


[image: image133.wmf]


Section VI - Appraisal Comments

	Section/Item #
	Category
	                                Comments                                                       

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Section VII – General Comments

[image: image134.wmf]


Signature of Appraising Supervisor ​___________________________________ Date _____________________

Signature of Reviewing Supervisor ___________________________________ Date ______________________

Section VIII – Employee Comments (List any comment you care to make about this appraisal – agreement, disagreement, reactions.)
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
I have reviewed this appraisal form with my supervisor.  My signature means that I have been advised of my performance status and does not necessarily mean that I agree with this evaluation.

Signature of Employee _________________________________________________ Date _________________
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