
(EXAMPLE ONLY:ADJUST HEADER IN RED AS APPROPRIATE)

St. Mark Catholic Center

Diocese of Erie – Office of Education
Performance Evaluation for Non-Exempt Employee
CONFIDENTIAL

Employee’s Name: 






  Department: 






Title: 





  Period Covering:  From 


  To:




	Performance Definitions:

5. Superior: Performance consistently exceeds expectations.  Clearly masters all aspects in this area on a daily basis.

4. Commendable: Performance consistently meets expectations in this area.  Employee knows and performs the job well and very competently. May occasionally exceed expectations in some areas.
3. Competent: Successful in meeting many requirements. Performance is generally acceptable. 

2. Needs Improvement: Performance may partially meet expectations in this area.  However, improvement in this area is necessary for the employee to fully meet expectations. 

1. Does Not Meet Expectations: Performance is less than satisfactory in this area.  Specific corrective action plan must be described in Section III of this form.  Lack of improvement could result in dismissal.


SECTION I:   EVALUATE ELEMENTS OF PERFORMANCE.  

    Does Not


       Meet                 Needs
                                                                                                                    Expectations     Improvement    Competent      Commendable     Superior
QUALITY OF WORK 



       
  



Work is accurate, professional, completed on time, and error free.
QUANTITY OF WORK 



       
  



Uses time wisely during the workday to maximize output and meet deadlines.
TEAMWORK



       
  



Readily pitches in whenever and wherever a situation requires help, within or outside of department.
KNOWLEDGE 



       
  



Has the knowledge needed to handle all phases and details within the position profile for this job.

ATTITUDE    



       
  



Positively demonstrates and supports departmental goals and mission.  Makes a positive contribution to improve morale wherever possible at the work setting.

INTERPERSONAL SKILLS  



       
  



Relates well with other employees/visitors; displays patience and tact; treats people in a friendly manner; accepts constructive criticism.

COMMUNICATION SKILLS 



       
  



Effective in written and oral communication within and outside of department.

COMPETENCE



       
  



Able to work with minimal supervision on a daily basis, without deviating from assigned duties.

ADAPTABILITY 



       
  



Accepts diocesan policies and procedures, and is able to adapt to periodic changes.

SELF-DEVELOPMENT 



       
  



Seeks feedback on own performance; makes efforts to expand job-related knowledge and skills.
ATTENDANCE                                                                         


       
  




Here on time, all the time, carefully observes break periods and vacation policy; promptly submits timesheets; coordinates time-off with colleagues and supervisor.
COMMENTS:

SECTION II:  STRENGTHS & DEVELOPMENT NEEDS        (Attach additional page[s] if necessary)
Cite outstanding accomplishments and describe employee’s specific strong points.

Describe areas where improvement and/or professional development is needed.

SECTION III:  WORK PLAN FOR COMING REVIEW PERIOD (if appropriate)

List objectives or special projects (in priority) that have been assigned to the employee for the coming review period or where a plan is needed to improve performance or skills as noted above.  State results or performance and target dates mutually agreed upon.  Could also include personal growth/career development objectives expressed by employee. 
SECTION IV:  EMPLOYEE COMMENTS AND SIGNATURES
Employee Comments:

Employee’s Signature



Date

(Signature does not imply agreement with contents)

Supervisor’s Signature



Date
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