
Performance Evaluation-Best Practice Example
	Employee Name


	Department


	Position
	Date


Primary Competency Definitions

Three levels of competency are utilized.  Generic definitions within each competency category have been developed.

· Learning/Developmental Performance (L/D): Aware of general work procedures.  Able to perform specific functions with regular guidance. Not able to check own work.  Unable to identify exceptions and must seek assistance on a regular basis.

· Fully Competent Performance (FC): Full knowledge of work procedures.  Able to perform all aspects of the job without assistance from others.  Able to identify and resolve exceptions without assistance.

· Expert/Role Model Performance (E/RM): Able to accept more complex assignments related to the function.  Able to modify work procedures to improve outcomes or to meet specific situations.  Anticipates and resolves exceptions as required. Called upon to provide assistance to others.
Performance Ratings


Once the primary performance level for each criterion within a category has been determined, evaluators must then determine the overall performance rating for the job.  Each specific element within the primary category has 10 (ten) performance “degrees” to choose from based on the three primary levels of Learning/Development (L/D), Fully Competent (FC), Expert/Role Model (E/RM. Evaluators are to circle the appropriate level within the category. Supportive comments are required for all performance levels.
Note: This is a unique model utilizing a 10 level performance degree system.  In general we find either 3 or 5 level systems.
A. Strategic “Balanced” Scorecard (Circle the Appropriate Performance Level)
	Organization Scorecard Element
	Department/Position Specific Expectations
	Performance Assessment

	Customer Expectations:  Responsive to the needs of all internal and external customers; consistently

delivering the best possible solution in a timely & dependable manner.
	
	 .  .  .  .  .  .  .  .  .  .

L/D                      FC                            E/RM

	Quality Expectations: Utilizes any and all available resources to meet or exceed established levels of quality.  Consistently exhibits a high level of reliability.
	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM

	Growth/Competency Improvement Expectations: Participates in the development & contributes to the achievement of measurable department goals & objectives which support organizational priorities.  Actively seeks out opportunities for personal and department improvement.
	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM

	Financial Expectations: Utilizes all resources given to perform job in an effective & efficient manner; including the use of supplies, equipment, & utilization of time.


	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM

	Human Resource Expectations: Shows initiative & or willingness to work as a team participant.  Acts towards co-workers with dignity, sensitivity, & respect in all work related activities.  


	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM


B. Organizational Core Values – Maximum of 5 (Examples Below)  (Circle the Appropriate Performance Level)
	Goal and Expected Outcome
	Position Specific Expectations
	Performance Assessment

	Competence

· Strives for excellence and demonstrates innovation in the performance of responsibilities

· Adheres to organization policies and ethical business practices

· Asks questions and seeks assistance when appropriate 


	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM

	Collaboration


· Works to build teamwork

· Provides customer support, both within Yankee Alliance (internal customers) and its members and vendors (external customers)
· Shows compassion, patience and understanding of people in different situations

· Demonstrates effective communication skills by listening and seeking first to understand before making decisions and taking action

· Demonstrates selflessness when interacting with others

· Accepts constructive criticisms and acknowledges mistakes
	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM

	Commitment

· Promotes the organization and its values in a positive manner

· Implements responsibilities with honesty, integrity and perseverance

	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM

	Community

· Respects the uniqueness of each individual 

· Welcomes all members regardless of racial, ethnic, religious backgrounds, sexual preference or age

	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM


C. People Management (Leadership Only): Includes having self-awareness, listening, giving feedback and assessing competency, understanding and valuing diversity, developing and coaching staff, effectively implementing the hiring and selection process, and preventing and resolving conflict. Develops and supports people through fair and equitable policy administration, training, development, and other opportunities for learning; clarifies roles and competency expectations; provides recognition; provides opportunities for staff to contribute to decisions that affect them; and ensures a safe and healthy work environment.  (Circle the Appropriate Competency Level)
	Expected Outcome
	Position Specific Performance
	Performance Assessment

	Demonstrates knowledge of policies and procedures that affect employees and applies them fairly.

	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM

	Creates development plans with employees that include training and other ways to learn. Supports people's efforts to develop skills, knowledge, and abilities that contribute to organization goals, and the development of their careers.


	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM

	Clarifies and communicates All relevant competency expectations, objectives and roles. Gives employees ongoing behavioral feedback and annual competency appraisals.


	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM

	Recognizes people for their contributions to the success of the unit/department.


	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM

	Demonstrates an understanding of diversity and values differences. Manages and effectively resolves conflict. Defines skills, knowledge, and abilities for jobs; recruits and hires the best people. Demonstrates flexibility.


	
	 .  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM


D. Individual “Balanced Scorecard” Goals and Objectives for Fiscal Year _____________ 
	Goal and Expected Outcome
	Results-Employee’s View
	Results- Supervisor’s View
	Results-Consensus View

	Financial Outcomes:  


	
	
	

	Quality/Process Improvement Outcomes: 


	
	
	

	Growth/Competency Improvement Outcomes: 

 
	
	
	

	Human Resource Outcomes:


	
	
	


E. JOB SPECIFIC SKILL ACCOMPLISHMENT-Maximum of 5 Essential Functions from the Job Description (Circle the Overall Job Performance Level):  
	KEY ESSENTIAL FUNCTION
	KEY ACCOMPLISHMENT-SUPERVISOR’S VIEW
	PERFORMANCE ASSESMENT

	
	
	.  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM


	KEY ESSENTIAL FUNCTION
	KEY ACCOMPLISHMENT-SUPERVISOR’S VIEW
	KEY ACCOMPLISHMENT-CONSENSUS VIEW

	
	
	.  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM


	KEY ESSENTIAL FUNCTION
	KEY ACCOMPLISHMENT-SUPERVISOR’S VIEW
	KEY ACCOMPLISHMENT-CONSENSUS VIEW

	
	
	.  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM


	KEY ESSENTIAL FUNCTION
	KEY ACCOMPLISHMENT-SUPERVISOR’S VIEW
	KEY ACCOMPLISHMENT-CONSENSUS VIEW

	
	
	.  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM


	KEY ESSENTIAL FUNCTION
	KEY ACCOMPLISHMENT-SUPERVISOR’S VIEW
	KEY ACCOMPLISHMENT-CONSENSUS VIEW

	
	
	.  .  .  .  .  .  .  .  .  .

L/D                     FC                            E/RM


F. Goals for Next Review Period
	Competency Improvement Goals 

(Required for all Assessments Below the Fully Competent Level)
	Personal Development Goals

	
	


       G. OVERALL ASSESMENT (Circle the Overall Employee Competency Level): 

Average Performance Level:

Section A: ______

Section B: ______
Section C (If Applicable): ______

Section E: ______

Overall Average: ______
	Comments:



H.  APPROVALS
Evaluator Signature / Date ___________________________________________________/______________________

Employee Signature / Date ___________________________________________________/______________________






