
Employee Performance Appraisal and Consultation Form

Name
     

Position
     

Date of Employment
Supervisor’s Name
Date

     

     

     


SUPERVISOR APPRAISAL

1 – Not Satisfactory
2 – Satisfactory
3 – Good
4 – Excellent 
NOA – Not Observed or Not Applicable



A space is provided at the end of each category so that the supervisor can give a brief statement when either column 1 or column 4 is checked.

	
	NOA
	1
	2
	3
	4

	ATTITUDE

Consider employee’s general attitude on the job and around other employees and District clergy/laity
	A. Toward job – Enthusiasm and interest
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	B. Toward clergy/laity – Courtesy, professionalism and helpfulness
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	C. Toward other employees - Ability to work with others
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	D. Toward UMC church –Understands connectionalism and demonstrates cooperation 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     


	QUALITY AND QUANTITY OF WORK
	A. Knowledge of job - Ability to get job done
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	B. Performance - Ability to get job done right and dependably
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	C. Timeliness - Being on time, completing jobs on time
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     


	ABILITY TO PLAN AND ORGANIZE

Consider performance and results achieved
	A. Plans work well
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	B. Follows through on plans
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	C. Communicates well with other employees and volunteers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	D. Meets emergency situations promptly
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     


	INITIATIVE

Consider ability to think independently and constructively
	A. Self starter
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	B. Develops constructive ideas
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	C. Contributes practical suggestions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     


	JUDGEMENT & DECISION

Consider ability to handle emergency as well as routine decisions
	A. Exercises good judgment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	B. Makes prompt and accurate decisions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	C. Assumes full responsibility
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     



	
	
	NOA
	1
	2
	3
	4

	EXECUTION OF UMC/DISTRICT POLICIES

Consider ability to gain adherence to church policy
	A. Understands policies and reasons thereof 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	B. Applies knowledge of policies to decisions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	C. Instills desire in others to follow UM church/district policy
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	     


	CLERGY/LAITY RELATIONS
	A. Treats clergy/laity with courtesy and respect
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	B. Performs duties in a manner that satisfies clergy/laity expectations and needs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     


	CARE AND SAFETY OF EQUIPMENT
	A. Care of district equipment - using, cleaning, storing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	B. Safety in operating district equipment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     


	THIS SECTION IS FOR THOSE WITH SUPERVISORY RESPONSIBILITIES

	ABILITY TO DIRECT AND DEVELOP EMPLOYEES/ VOLUNTEERS

Consider leadership qualities
	A. Motivates employees/volunteers to accomplish objectives
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	B. Delegates authority
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	C. Instills enthusiasm
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	D. Obtains prompt and full cooperation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     


	SUMMARY: This space is provided so that the supervisor may add any additional remarks about the individual being appraised. It may also be used by the employee to respond to any evaluations or comments.       



AVERAGE SCORE THIS SECTION
     
WEIGHT
     
	CONSULTATION APPRAISAL

	KEY OBJECTIVES: Rate your progress on your Key Objectives for the current year.



	
	NOA
	1
	2
	3
	4

	1.       

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.       

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.       

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.       

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     



	COMPETENCY DEVELOPMENT GOALS: Rate your progress on your Competency Development for the current year.



	
	NOA
	1
	2
	3
	4

	1.       

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.       

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     



STRENGTHS:       
WEAKNESSES:       


AVERAGE SCORE THIS SECTION
     
WEIGHT
     
TOTAL SCORE       
Signature of employee: ____________________________________________________Date       


Signature of supervisor: ___________________________________________________ Date       


Signature of consultant: ___________________________________________________ Date       

CONSULTATIVE GOALS FOR THE COMING YEAR

KEY OBJECTIVES: List your Key Objectives for the coming year.

1.       
2.       
3.       
4.       
COMPENTENCY DEVELOPMENT: List your Competency Development goals for the coming year.

1.       
2.       
Employee Performance Appraisal and Consultative Review

Purpose:
The purpose of the performance appraisal and consultative review is to provide useful and helpful information for both the employee and the district.


For the individual employee, the performance appraisal provides the basis for sound coaching and counseling on how and where to improve performance. It also provides satisfaction and enables the employee to know precisely what the job is and some special ways performance can be improved.


For the district, the performance appraisal provides a way to evaluate how effectively the paid staff members are meeting the mission of the district through the fulfilling of their job descriptions. It provides a way to adjust the performance to meet the requirements of their position or the needs of the district. It provides a means of identifying those employees who have the potential to carry broader responsibilities and contribute further to the growth of the district. It also provides a means of assessing salary increases and other rewards and benefits.

Frequency:
The first appraisal will be made after the first three months of employment.


The second appraisal will be scheduled after six months of employment.


After the first six months of employment, appraisals will be scheduled annually.

Instrument:
The performance appraisal form will consist of a supervisor review and a consultative review.


The supervisor review will be based on observations about personal characteristics and skills and the meeting of requirements of the job description.


The consultative review will be based on mutually agreed upon key objectives and competency development.


A weight will be given for each portion of the appraisal based on the length of employment.  The weight or value given each section will be as follows:



Year
Supervisor
Consultative


First
100%
0%


Second
80%
20%


Third
50%
50%


Fourth & Following
30%
70%

Process:
At the scheduled time of appraisal the consultative team will meet with the employee to review the appraisal.


The consultative team will consist of the following persons:

a. the supervisor

b. a member of the Superintendency Team, as chosen by the employee

c. the District Superintendent


The consultative team participates in the supervisor review as well as the consultative review. 


The supervisor review will be a straightforward evaluation of the employee’s fulfillment of job expectations.


The consultative review will consist of the following elements.

1. The team will assist the employee to develop a list of 2 to 4 key objectives that the employee would like to accomplish during the coming year. These objectives have to do with the development of areas of the job description. The objectives may define specific results the employee wants to accomplish, new ideas for doing the job, or plans of how things can be done differently. The employee will be responsible for bringing a list of suggested objectives to the meeting from which 2 to 4 key objectives will be developed. The purpose here is to let the employee use his or her ability to improve their job.

2. The employee also develops a list of 1 or 2 specific competencies in which they would like to improve. These would be specific skills that add to the effectiveness of their job performance.

3. The first list of key objectives and specific competencies will be developed at the first year appraisal time.

4. These objectives and competency goals are listed on the performance appraisal form.

5. Each succeeding appraisal event will consist of evaluating the previous key objectives and specific competencies and developing new ones.


The employee will have the right to write comments on the appraisal form that reflects any agreement or disagreement with the evaluation of the supervisor.


Mutual agreement is sought for the consultative appraisal among the consultative team with the employee.

Results:
The performance appraisal, signed by all participants, becomes a part of the employees personnel file.


Copies are given to the employee.


Results are shared with the Superintendency Team.  The information is used as the Superintendency Team reviews the mission of the district and gives consideration of benefits and rewards for staff.

Regional Office Administrator’s Annual Review

This review is to be completed between December 1st and 15th of each year.

Name ____________________________________________      Year_____________

Regional Office ________________________________________________________


1.
Connectional Ministry with:

A.
District Superintendent

B.
Clergy & Laity

C.
Conference Center and ROA Colleagues

D.
Circuits

2.
Office Administration and Responsibilities:

3.
Team Player:

4.
Proactive/Initiative/Willingness to Learn:

Accomplishments/Strengths:

Growing Edges:

Challenges/Frustrations:

Way District Superintendent can help:

Performance:

Relational Goals:

Reviewed by:

____________________________ (signature)

Sam Royappa, District Superintendent

Capital Coulee Region












Date

Comments of Regional Office Administrator:

___________________________________________

_________________________________

Signature







Date
