ROMAN CATHOLIC CHURCH DIOCESE OF PHOENIX

PERFORMANCE APPRAISAL FORM

	Employee’s Name:
	
	Position/Title:
	
	Dept.:
	

	Supervisor’s Name:
	
	Period:
	
	Appraisal Date:
	___/___/___


Job Functions, Expectations and Results

	List Job Functions to be Rated *
	Expectations
	Results (were they achieved?  Quality?)

	a.

( Keep as is   ( Modify   ( Add to   ( Replace
	
	Future Performance Expectation:

( Continue      ( Improve

	b.

( Keep as is   ( Modify   ( Add to   ( Replace
	
	Future Performance Expectation:

( Continue      ( Improve

	c.

( Keep as is   ( Modify   ( Add to   ( Replace
	
	Future Performance Expectation:

( Continue      ( Improve

	d.

( Keep as is   ( Modify   ( Add to   ( Replace
	
	Future Performance Expectation:

( Continue      ( Improve


*The job functions that are rated are not intended to be exhaustive of all the employee’s job functions, only those that the supervisor chooses to appraise during the review period. 

 (2-4-98)

Performance Strengths, Development and Rating

To be completed by employee’s supervisor.

	Performance strengths: List at least two areas / accomplishments which represent the employee’s greatest strengths.
	1.

2.



	Performance development: List at least two areas where performance can be further developed or improved.
	1.

2.



	Overall performance rating and summary.
	· Unsatisfactory   ( Development needed   ( Meets objective   ( Very good   ( Excellent

Comments:




Professional Development

To be completed by the employee and the supervisor.  Include a few development goals and substantive actions that can be taken to improve performance and/or skills.  Actions may include specific developmental training, specific assignments and tasks or a combination.  The developmental plan shall be jointly updated when appropriate.

	Development Goal
	Action Plan
	Progress/Result

	1.
	a.

b.

c.
	Goal:

· Achieved

· On-going

	2.
	a.

b.

c.
	Goal:

· Achieved

On-going

	3.
	a.

b.

c.
	Goal:

· Achieved

On-going


Employee Comments

I have reviewed the foregoing evaluation and have discussed this with my supervisor.

I
( agree
( disagree
with the job functions rated and the expectations.

I
( agree
( disagree
with the evaluations and comments.

I
( agree
( disagree
with the professional development plan.

Other comments:

	

	

	

	

	

	

	

	

	

	

	


Approvals

Please sign after both the employee and supervisor have completed this form and a meeting has been held to ensure clarity.

Employee Signature:



__________________________________________________
Date:  ___/___/___

Supervisor Signature:



__________________________________________________
Date:  ___/___/___

Bishop/Vicar/Department Head Signature:
__________________________________________________
Date:  ___/___/___

EMPLOYEE SELF-APPRAISAL

	Employee Name:
	
	Position/Title:
	

	Department/Location:  
	
	Supervisor’s Name:
	

	Today’s Date:
	
	Month/Year of Last Appraisal:
	


We are scheduled to meet for a Performance Appraisal Review on ___/___/___ at ______ a.m./p.m.  The following Employee Self-Appraisal is provided to assist you in planning for the review.  Please complete this form and bring it with you when we meet to discuss your performance.  You may use an additional sheet of paper if necessary.

1. Reviewing your present job description (attached), the contents are:

(  Accurate
(  In need of revision    If in need of revision, please explain what needs to be revised:

	

	


2. Reviewing your present ministry/job description, list your:

a. Strengths (knowledge and/or skills)

	

	


b. Areas for improvement or change

	

	


3. Reviewing your department’s responsibilities, what working relationships please/displease you?

	

	


4. What department responsibilities do you feel you handled exceptionally well?

	

	


5. Describe the plans that you have to develop your skills and abilities in the coming year (include staff development opportunities, classes, conferences or workshops).

	

	


6. List any other subjects you would like to address during your performance appraisal review.

	

	


