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PERFORMANCE EVALUATION AND DEVELOPMENT PLAN FOR EXEMPT EMPLOYEES
Employee’s Name:  ______________________________________________________

Date of this Evaluation:  __________________   Date Hired:  ___________________

Parish:  ________________________________________________________________

Job Title:  ______________________________________________________________

Time in Present Position:  _________________________________________________

Evaluation Supervisor:  ___________________________________________________

Time in Present Position:          [   ]  3 months      [   ]  6 months

If this is a six month evaluation, does the supervisor believe

employee has successfully completed probationary period?        
_____  Yes ____  No

If no, does supervisor want to extend probationary period?

(Note:  An extension of a probationary period is done in 

consultation and conjunction with the pastoral leader.)                    
____  Yes _____ No


The purpose of the Performance Evaluation is to:

· Confirm employee and supervisor mutually understand the job responsibilities as identified in the job descriptions;

· Confirm employee and supervisor have written objectives by which job responsibilities can be measured;

· Have supervisor assess whether employee possesses necessary skills and abilities to successfully complete job responsibilities on an ongoing basis;

· Allow a structured opportunity for employee and supervisor to communicate directly and honestly about employee’s job performance during the previous 3 or 6 months.

DIRECTIONS:  For a 3- and 6- month evaluation, the supervisor completes all sections except Section VI.  Supervisor schedules a meeting with employee to review and discuss all sections of the evaluation.  If there are any changes, additions, deletions, as a result of the meeting, supervisor makes these changes and give the completed evaluation to the employee for her/him to make comments on Section VI (Employee Comments).  A completed copy is forwarded to the Human Resources Department, Attn:  Human Resources Director, in a sealed “Confidential” envelope.

Instructions:  Both the employee and supervisor are to initial their responses to the questions below unless otherwise noted:

1.
Has employee received a copy of her/his job description?             
___Yes  ___ No

2. Does the job description accurately and currently outline the job


responsibilities?  (supervisor only)  
___Yes  ___ No

3. Have job objectives been developed ( at least initially) which 

measure whether employee is meeting job responsibility?
___ Yes  ___ No

4.
Is employee fully aware of who her/his immediate supervisor is? 
___ Yes  ___ No

5.
Has supervisor provided ongoing opportunities for employee


to ask questions/state concerns/identify problems in meeting job

Objectives?
___ Yes  ___ No

Has employee received an orientation?  (Applicable to new
employees only, not to employees transferring to a new job.)
___ Yes  ___ No
GENERAL DIRECTIONS:
I.
IDENTIFICATION OF JOB RESPONSIBILITIES/OBJECTIVES:

Summarize the major responsibilities of the employee’s job as identified in the Job Description.  Identify the objectives for each Job Responsibility.  Assess whether these objectives are being met.

II.
EVALUATION OF TRAITS NECESSARY FOR SUCCESSFUL JOB PERFORMANCE:

Please consider the employee’s demonstrated performance thus far in the new job; mark the box which most closely describes that performance.  (Use the key below to assess the employee’s performance for the categories identified:


Very good:
Performance has thus far consistently exceeded normal expectation and job responsibilities.


Good:
Performance has thus far generally met normal expectations and job responsibilities.


Fair/Improvement
Performance has thus far usually met minimum

Needed 
expectations and job responsibilities.


Unacceptable:
Performance has been below the minimum expectations and job responsibilities established for the job.

III.
HIGHLIGHTS/ACCOMPLISHMENTS OF EMPLOYEE’S PERFORMANCE:
In this section, describe any particular, specific accomplishments made by the employee which you would like to especially highlight.

IV.
CONCERNS/AREAS FOR IMPROVEMENT OF EMPLOYEE’S PERFORMANCE:

In this section, describe any particular specific areas of concern you have about the employee being able to successfully complete her/his job on an ongoing basis.

V.
DEVELOPMENT PLAN:
In this section, describe what strategies have been discussed for the employee to improve performance.

VI. EMPLOYEE COMMENTS:

In this section, employee has an opportunity to comment on the content and process of the evaluation.

I.  JOB RESPONSIBILITIES:

JOB RESPONSIBILITY #1:

Objectives which measure if this responsibility has been accomplished:


1.


2.


3.


EMPLOYEE MEETS THESE OBJECTIVES    

[   ]


EMPLOYEE COULD NOT/DID NOT MEET THESE OBJECTIVES FOR THESE REASONS
[   ]


COMMENTS:

JOB RESPONSIBILITY #2:

Objectives which measure if this responsibility has been accomplished:


1.


2.


3.


EMPLOYEE MEETS THESE OBJECTIVES    

[   ]


EMPLOYEE COULD NOT/DID NOT MEET THESE OBJECTIVES FOR THESE REASONS
[   ]


COMMENTS:

JOB RESPONSIBILITY #3:

Objectives which measure if this responsibility has been accomplished:


1.


2.


3.


EMPLOYEE MEETS THESE OBJECTIVES    

[   ]


EMPLOYEE COULD NOT/DID NOT MEET THESE OBJECTIVES FOR THESE REASONS
[   ]


COMMENTS:

JOB RESPONSIBILITY #4:

Objectives which measure if this responsibility has been accomplished:


1.


2.


3.


EMPLOYEE MEETS THESE OBJECTIVES    

[   ]


EMPLOYEE COULD NOT/DID NOT MEET THESE OBJECTIVES FOR THESE REASONS
[   ]


COMMENTS:

JOB RESPONSIBILITY #5:

Objectives which measure if this responsibility has been accomplished:


1.


2.


3.


EMPLOYEE MEETS THESE OBJECTIVES    

[   ]


EMPLOYEE COULD NOT/DID NOT MEET THESE OBJECTIVES FOR THESE REASONS
[   ]


COMMENTS:

JOB RESPONSIBILITY #6:

Objectives which measure if this responsibility has been accomplished:


1.


2.


3.


EMPLOYEE MEETS THESE OBJECTIVES 

[   ]


EMPLOYEE COULD NOT/DID NOT MEET THESE OBJECTIVES FOR THESE REASONS
[   ]


COMMENTS:

JOB RESPONSIBILITY #7:

Objectives which measure if this responsibility has been accomplished:


1.


2.


3.


EMPLOYEE MEETS THESE OBJECTIVES    

[   ]


EMPLOYEE COULD NOT/DID NOT MEET THESE OBJECTIVES FOR THESE REASONS
[   ]


COMMENTS:

JOB RESPONSIBILITY #8:

Objectives which measure if this responsibility has been accomplished:


1.


2.


3.


EMPLOYEE MEETS THESE OBJECTIVES    

[   ]


EMPLOYEE COULD NOT/DID NOT MEET THESE OBJECTIVES FOR THESE REASONS
[   ]


COMMENTS:

II.  EVALUATION OF TRAITS NECESSARY FOR SUCCESSFUL JOB PERFORMANCE:
A. PLANNING AND ORGANIZATION:  Are activities planned ahead of time in order for commitments to be met?  Are job responsibilities carried out in a sound, logical manner?  Are plans made in a manner compatible with the department’s objectives?


___ Very Good  ___ Good  ___ Fair/Improvement needed  ___ Unacceptable


COMMENTS:

B.
JUDGMENT:  Are decisions made in a manner that carefully weighs a variety of perspectives?  Is employee perceptive of potential and actual operating problems?  Can employee be relied upon for mature, balanced, logical recommendations/decisions?


___ Very Good  ___ Good  ___ Fair/Improvement needed  ___ Unacceptable


COMMENTS:

C.
COMPREHENSION:  Does employee have an ability to learn new policies, procedures, and routines?  Is employee able to grasp vision and nature of job and retain this knowledge?


___ Very Good  ___ Good  ___ Fair/Improvement needed  ___ Unacceptable


COMMENTS:

D. LEADERSHIP:  (especially applicable if employee supervises other staff)  Is employee able to understand and acclimate to the existing staff?  Is employee able to articulate and demonstrate a leadership style that is effective to the needs of the office/department?  Is delegation used effectively?  Is employee committed to working with any staff having performance problems?


___ Very Good  ___ Good  ___ Fair/Improvement needed  ___ Unacceptable


COMMENTS:

E. COMMUNICATION:  


1.
Interaction with Public(s) served:  Is employee both effective and competent interacting with various publics served?  Is response to questions from public both timely and direct?  Is employee articulate, both orally and in written form?


___ Very Good  ___ Good  ___ Fair/Improvement needed  ___ Unacceptable


COMMENTS:

2. Interaction with Other Staff:  Are collaborative methods used in developing strategies for problem-solving?  Is employee able to articulate ideas/concerns in a constructive, resourceful manner?  Does employee have a working knowledge of the inter-working relationships of the departments within the Central Agencies?  Does employee have a working knowledge and understanding of parish (or school) structures in the Archdiocese?


___ Very Good  ___ Good  ___ Fair/Improvement needed  ___ Unacceptable


COMMENTS:

III.  HIGHLIGHTS/ACCOMPLISHMENTS OF EMPLOYEE’S PERFORMANCE

IV.  CONCERNS/AREA FOR IMPROVEMENT OF EMPLOYEE’S PERFORMANCE:

V.  DEVELOPMENT PLAN:
VI.  EMPLOYEE COMMENTS:
I am signing this evaluation to verify that my supervisor and I have had a discussion about my work in the last year.

_____________________________________________          ______________________

                        Employee Signature
Date                             

______________________________________________           ____________________

                           Evaluation Supervisor
Date                           

______________________________________________           ____________________

               Evaluator’s Supervisor/Pastoral Leader
Date                             
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