



Communities In Schools of __________ County
Employee Performance Review

	EMPLOYEE INFORMATION


	Employee Name
	Position/Title
	Hire Date
	Review Period

	
	
	
	

	Job Summary (Two to three sentences describing the overall purpose of the job.)

	

	Reviewer Name
	Position/Title
	Relationship
	E-Mail Address

	
	
	
	



Part 1 – Competency Review

Please rate the following using the scale below
1 – Unsatisfactory Performance, 2– Needs Improvement, 3 – Meets Expectations, 4 – Exceeds expectations, 5 – Outstanding

	COMMUNICATION


	Communication is the ability to convey one’s thoughts in an articulate, confident and compelling manner in both one-on-one and group settings.  It encompasses both written (email, memo, proposal, report, etc.) and oral (voice mail, telephone, meetings, presentations, etc.) communications.  It is the ability to tailor the method and content of communication to the audience so that the message is timely, appropriately respectful and understood. The effect is to increase understanding, trust, and access to new information and at the highest levels, to create a shared sense of purpose. 

	
	Rating

	
	

	Supporting Comments




	YOUTH OUTCOMES FOCUS & SERVICE ORIENTATION


	Youth Outcomes Focus & Service Orientation implies a desire to help or serve others to meet their needs. It means actively focusing efforts on discovering and meeting the youth needs by one’s own performance as much as is possible within the scope of the job, or by providing other available resources that meet the youth needs thereby gaining their trust and respect.  Takes personal responsibility for raising the standard of service.  The youth may have a diverse set of invested parties that may be both internal and external to the school.

	
	Rating

	
	

	Supporting Comments




	TIME MANAGEMENT


	Time Management Uses his/her time effectively and efficiently; values time; concentrates his/her efforts on the more important priorities; gets more done in less time than others; can attend to a broader range of activities.  Keeps track of activities completed and yet to do to accomplish stated objectives.  Knows status of one’s own work at all times.



	
	Rating

	
	

	Supporting Comments




	PLANNING


	Planning Involves accurately scoping out the length and difficulty of tasks and projects; setting objectives and goals; breaking down work into the process steps; developing schedules and task/people assignments; anticipating and adjusting for problems and road-blocks; measures performance against goals and evaluating results.

	
	Rating

	
	

	Supporting Comments




	DECISION-MAKING/PROBLEM-SOLVING


	Decision-Making/Problem-Solving is the use of analytical thinking skills to break problems into their component parts, identify underlying causes, consult appropriate resources, and analyze available data to make the most informed, logical decision possible.  Timeliness and accountability for decisions are integral aspects of this competency. 


	
	Rating

	
	

	Supporting Comments




	RELATIONSHIP BUILDING


	Relationship Building Develops and maintains win/win relationships and partnerships by following through on commitments, respecting confidentiality, and demonstrating an interest in others’ work-related issues, needs and activities.  Makes a conscious effort to have both informal and formal contacts with clients, stakeholders and organizational members to increase exposure and trust.  Can quickly find common ground and solve problems for the good of all; can represent his/her own interests and yet be fair to other groups. Seeks opportunities to make positive contributions to outcomes. Builds a network and is able to influence others to make things happen.

	
	Rating

	
	

	Supporting Comments




    





            Needs

     
     Meets

  
   Exceeds

      Improvement


Expectation

Expectations

1.  Level of team play:
a. Attitude
1
2
3
4
5

b. Ensures the success of others

1
2
3
4
5

c. Responsiveness

1
2
3
4
5

2.  Technical proficiency in area of expertise

1
2
3
4
5

3. Executes job duties effectively

1
2
3
4
5

4. Quantity of work

1
2
3
4
5

5. Quality of work

1
2
3
4
5 

6. Going above and beyond
1
2
3
4
5
7. Technology utilization/optimization
1
2
3
4
5
8. Working effectively to full potential
1
2
3
4
5
9. Did the individual contribute to Innovation
1
2
3
4
5
	COMPETENCY SCORING INSTRUCTIONS


	Determine the average rating by adding the rating numbers and dividing it by the number of entries.  

	Average Competency Rating
	


Part 2 – Relevant Goals from Annual Operations Plan 2015-2016 
Local affiliate lists all annual goals with relevance to the employee
 Select three Annual Goals to be accomplished by the employee.  
      1-Unsatisfactory Performance, 2-Needs improvement, 3-Meets Expectations, 4-Exceeds expectations, 5-Outstanding

	Goal # 1 
	Affiliate inserts Annual Goal from Annual Operations Plan that pertains to this employee
	Target Date for Completion
	Score

(1-5)

	Objectives
	1
	
	
	

	
	2
	
	
	

	
	3
	
	
	


	Goal # 2 
	Affiliate inserts Annual Goal from Annual Operations Plan that pertains to this employee
	Target Date for Completion
	Score

(1-5)

	Objectives
	1
	
	
	

	
	2
	
	
	

	
	3
	
	
	

	
	4
	
	
	


	Goal # 3 
	Affiliate inserts Annual Goal from Annual Operations Plan that pertains to this employee
	Target Date for Completion
	Score

(1-5)

	Objectives
	1
	
	
	

	
	2
	
	
	

	
	3
	
	
	


Part 3 – Professional Development
	PROFESSIONAL DEVELOPMENT PLAN


	Professional Development Goal(s)



	Professional Development Actions / Next Steps 




	ADDITIONAL COMMENTS


	

	

	


	SIGNATURES 


	Reviewer’s Signature
	Reviewer’s Name Printed
	Date

	
	
	

	Employee’s Signature**
	Employee’s Name Printed
	Date

	
	
	


**Acknowledges receipt only 

Adapted CISTN and CISNC – 2016


