Performance Evaluation Instructions:

Per our service site agreement, at least three performance evaluations for members assigned to your site must be conducted on an annual basis. The reviews cover the periods listed below:

October 1-31*
(
Due 1st Friday of November
November 1 – March
(
Due 4th Friday of April
April –  2nd week of August
(
Due 4th Friday of August
*Evaluation of first month of service is necessary to ensure members understand the duties and tasks associated with their term of service.
The purpose of member reviews is three-fold:

· To give feedback to members about their performance, clarify expectations related to specific service duties, and highlight strengths and identify areas needing improvement 

· To provide legal grounds for the retention, re-enrollment or termination of members

· To gather evaluative data for reporting and planning

Please use the following procedure:

· Give the member a copy of pages 1 and 2 to complete; schedule a time to meet for a joint review. Ask the member to choose for discussion at that time three items characterized as strengths and three items that could be improved. 

· Meet for the joint review; redo page 1 (after discussion) and complete page 3 together.

Page 1: Document your agreement on a joint review form after discussing the areas you agree on and those you do not. When scoring performance, please keep in mind that under typical working conditions no more than 5% of employees receive scores of 4, which equates to exceptional. It is important to score candidly, and there is no harm in leaving room for growth.

Page 3: Member and supervisor document strengths and weaknesses; for any areas deemed unsatisfactory, jointly develop an action plan to improve performance.

· Performance improvement plans should:

· 
Be specific and clear

· 
Be reviewed by all involved

· 
Have specific dates when the action(s) will be completed

· 
Have measurable results.

Certify the joint evaluation with your signatures and date on page 3. Make two complete copies of all of the review forms: Give one to the member, keep one, and return all the originals to the UCP Texas.

Thank you for your support in helping members at your site to successfully perform their roles. If you have any questions or comments, please call the ASSET Program Coordinator at 512-472-8696x204
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________________________________________________________________________________________________________________________________
This form completed by:   Member     Member and Supervisor









Rating Scale


Member's Name







4 = Exceeds all expectations
Start date at site







3 = Meets all expectations
Service Site







2 = Does not meet all expectations; 
Site Supervisor







        needs immediate improvement









1 = Not acceptable
Evaluation period:

October 1-31



Due 1st Friday of November
Hours completed to date______

November through March

Due 4th Friday of April

Hours completed to date______

April-2nd week of August

Due 4th Friday of
August

Hours completed to date______

	Reports to service site as required                (circle one)
	YES
	NO
	
	

	Demonstrates appropriate dress/grooming     (circle one)
	YES
	NO
	
	

	Level of supervision required                      (circle one)
	HIGH
	MED
	LOW
	

	
	
	
	
	

	Elements
	4
	3
	2
	1

	Job knowledge (understands responsibilities, tools and boundaries)
	
	
	
	

	Accepts responsibility
	
	
	
	

	Quality of work
	
	
	
	

	Work output (quantity of work meets timelines)
	
	
	
	

	Observes agency rules
	
	
	
	

	Participates in monthly ASSET calls and forum
	
	
	
	

	Demonstrates commitment to improvement of services
	
	
	
	

	Shows interest and enthusiasm
	
	
	
	

	Understands and follows instructions
	
	
	
	

	Begins assigned tasks promptly
	
	
	
	

	Completes documents (timesheets, forms, assignments, etc) promptly
	
	
	
	

	Uses initiative, seeks opportunities to learn
	
	
	
	

	Asks questions of appropriate persons
	
	
	
	

	Seeks feedback regarding performance
	
	
	
	

	Accepts feedback/criticism and uses it constructively
	
	
	
	

	Helps provide a safe and positive learning environment
	
	
	
	

	Dependability (can be relied upon to follow through)
	
	
	
	

	Analytical/problem-solving skills
	
	
	
	

	Professional and supportive relationships with co-workers
	
	
	
	


Member: please complete and give a copy to your supervisor prior to joint meeting

ASSET*AmeriCorps Member Performance Evaluation page 2
Member: please complete and give a copy to your supervisor prior to joint meeting

• Please list specific work skills you have learned or improved upon to date:

• Describe all training you received at or by the service site to date (include workshops, in-service...):
• What is your most significant contribution to your site? 

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

• How would you characterize your strengths?
____________________________________________________

_________________

• How would you characterize your areas for improvement?

• What do you see as the positive results or benefits of your participation at your site for you?
ASSET*AmeriCorps Member Performance Evaluation page 3
This page for use by Member and Supervisor as second page of joint evaluation.
Member







  Date





Which three items did you choose for discussion as strengths, and which three items did you choose that could be improved upon?

Strengths:
1.

2.

3.
Work-related plan for further growth:

          Objective 


Measurable Results


Target Date

1.

2.

3.

What training or development is needed to ensure accomplishment of above action plan?

Member and Supervisor signatures 
Member







  Date




Comments













Site Supervisor






  Date




Comments
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