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YYYY Organization

Performance Evaluation System


Overview

While conversations between managers and staff members about performance and development should be frequent, our performance evaluation system ensures that a more formal, summary conversation takes place at least once a year.  These conversations give managers and staff members an opportunity to reflect on what the staff member achieved compared to what was expected and how the staff member is performing overall.  

More specifically, our performance evaluation consists of four main sections.

I. Results (what you got done)

What was your progress in reaching key goals for the year? 

II. Performance Factors (how you got it done)

How are you demonstrating our core values and utilizing skills essential to the position?

III. Assessment (overall, how well you did + next steps)

How did you do overall? What does the path forward look like?

IV. Manager Feedback (optional)

This optional section solicits input on how well the manager worked with the staff member.
Ratings

The following scale is used for all ratings in the review.

Exceeds expectations – consistently delivers exceptional results, is a model for others to follow, rare.

Meets expectations – consistently meets expectations in all areas.

Partially meets expectations – meets expectations in some areas but needs improvement in others.

Does not meet expectations –needs significant improvement quickly.

Process
Performance reviews normally occur in December so we can reflect on results against annual objectives.  For new staff, we also conduct an “Initial Assessment” at or before three months to reflect on fit, clarify the goals for the upcoming time period, and identify areas for growth. 

During the evaluation process, managers will review staff members’ work products and the results they have attained.  In addition, managers may also reach out to staff members’ teams, colleagues from other departments, and/or people outside the organization for additional feedback.  

The evaluation process consists of four main steps.

1. The staff member completes a self-review and sends it to the manager.  The manager then drafts his or her review and sends it to the staff member.

2. The staff member and manager meet to review each section of the evaluation, highlighting key points, discussing questions, and summarizing conclusions.  At the end of the meeting, the manager summarizes any overarching conclusions and next steps.
3. If there are specific areas where improvement or development work is needed, in most cases the manager and staff member will agree on a plan and then assess progress against this plan in the coming weeks and months.

4. The manager’s evaluation is placed in the employee’s personnel file. (In rare cases, the manager may wish to edit the evaluation to reflect new conclusions that have emerged during the evaluation discussion.)

Conversation Tips

To make the meeting to discuss the evaluation as useful as possible:

· Meet in person if at all possible.

· Be sure to allow enough time for the conversation so that it doesn’t feel rushed.

· The staff member should summarize what she's taking away as the key points of the evaluation and ask any clarifying questions.
· Highlight and discuss any areas where the manager's evaluation differed from the staff member's self-evaluation.
· Agree on any concrete steps for professional development (and where possible, put reminders in calendars to talk about progress against aims).


Customizing this Tool

As you customize this tool for your organization, please pay attention to the core values and organization-wide skills in Section II (Performance Factors).

Core values and their descriptions should be drawn from the values agreed upon by your organization – DO NOT simply use what is here! Similarly, you should tailor the essential skills to reflect the needs and expectations of the role and your organization.

Evaluation Form

	Employee Name, Position
	

	Manager Name, Position
	

	Review Period
	

	Date of Review
	

	Reviewed by
	Self      □        Manager   □  

	Section I.  Getting Results

(Mark most important goals in bold)

	Measurable Goal


	Result(s)
	Rating

E: exceeds expectations
M: meets expectations
P: partially meets expectations
D: Does not meet expectations

	
	
	

	
	
	

	
	
	

	Comments: To what extent did the staff member achieve the goals for the position this past period?  To what extent did the staff member do everything possible to reach the goals?



	Section II.  Demonstrating Performance Factors

(Mark important factors in bold)

	A. To what degree did this person demonstrate each of the core values and essential skills? (REMINDER: These values and skills are for illustrative purposes only. Replace them with your organization’s own values and relevant skills.)

	Core Values
	Description
	Rating

(E, M, P, D, or N/A)

	Persistence
	Finds ways around obstacles and tries new approaches to get the job done.
	

	Continuous improvement
	Constantly learns from and improves in his or her work.
	

	Decency
	Treats others as he or she would want to be treated.
	

	Humility
	Acknowledges what he or she does not know and approaches others with deep respect for the difficulty of their work.
	

	Integrity
	Aligns his or her actions with his or her words and operates with transparency. 
	

	B. To what degree did this person demonstrate each of the skills key to success in the position?

	Essential skills
	Description
	Rating

(E, M, P, D, or N/A)

	Problem-solving
	Identifies issues, effectively structures problems, analyzes data to produce insights, and generates wise, actionable recommendations.
	

	Project management
	Oversees and structures complex projects, plans backwards, and ensures quality end-products are delivered on or ahead of schedule, without crises.
	

	Communication
	Produces strong written documents, edits documents effectively, engages in effective verbal communication – 1-on-1 and small group – and conducts effective large group presentations.
	

	External relations
	Serves as an effective ambassador, builds connections, and maintains relationships with outside constituents.   
	

	Productivity
	Handles significant volume of work under deadlines and without sacrificing quality.
	

	Comments: In what priority areas of performance (values and skills) did the staff member excel?  In what areas is improvement needed?




	Section III.  Summary Assessment, Next Steps, and Tenure Considerations

	Overall performance rating:

□ Exceeds Expectations                                             □ Meets Expectations 

□ Partially Meets Expectations                                   □ Does Not Meet Expectations

	Comments: How is the staff member performing overall?  What are the most notable areas of strength?  What are the next steps for growth or improvement?  
What do you see as the staff member’s future in the organization?  



	Section IV.  Manager Feedback
(For staff members to fill out – optional)

	How could your manager support your work more effectively?


� If the staff member didn’t set formal goals for the year, fill in each of the staff member’s key areas of work and assess to what extent his or her accomplishments represent significant progress in that area.
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