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Employee Information:


	Name:
	Designation:
	Date of joining organisation:
	Date of taking on this designation (if Different):


Part I – Performance Rating 

1. Rate yourself on each area on a scale of 1 -4, adding in comments if applicable.

2. Review your own personal ratings/results achieved and modify your ratings if necessary. 

3. Calculate the total points by multiplying weight % by ratings and then adding the points up. 

Ratings

Exceed Expectations (4 points) – The employee consistently exceeds performance standards with virtually no detected preventable/controllable errors.  This rating means that the supervisor can think of no way in which the employee could improve performance in the stated performance factor.  This is a very difficult rating to attain. 

Fully Meet Expectations (3 points) – The employee consistently meets and sometimes exceeds performance standards.  Deviations from performance standards are infrequent and are typically detected and corrected by the employee before causing a challenge.

Partially Meet Expectations (2 points) – The employee infrequently, but recurrently fails to meet the performance standard.  The employee does not detect deviations from performance standards and must be coached to correct behavior.

Fail to Meet Expectations (1 point) – The employee does not meet the performance standard.  The employee is not responsive to coaching and does not correct behaviors.  This rating requires significant justification to support the rating.                                                                                                                                

 Performance Factors 

	Performance and Leadership Factors


	Weight %
	Exceeds
4 points
	Fully Meets

3 points
	Partially Meets

2 points
	Fails to Meet

1 points
	Calculation of Points-Weight x Point Value

	Community Related  --       
	 

	Survey and related tasks 
	2.5
	
	
	
	
	

	Community mobilisation 
	2.5
	
	
	
	
	

	School Enrolment
	2.5
	
	
	
	
	

	Logistics (Physical Arrangements) 
	2.5
	
	
	
	
	

	Following up on different groups of students/ children 
	3
	
	
	
	
	

	Comments:



	Class Related
	 

	Monitoring  of Classes
	3
	
	
	
	
	

	Mentoring and Training  
	3
	
	
	
	
	

	Assessment of Teachers 
	3
	
	
	
	
	

	Assessment of Students’ Performance 
	3
	
	
	
	
	

	Logistics (Physical Arrangements)
	3
	
	
	
	
	

	Comments:



	Team Related-have a clear view of the team objectives and encourage  the contribution of team members in achieving these 

	Maintaining cohesiveness, not compromising on delivery
	3
	
	
	
	
	

	Ability to identify team members strengths and limitation and 
	3
	
	
	
	
	

	Build capacity of team as a whole as well as individual members 
	3
	
	
	
	
	

	Comments:



	
	 
	
	
	
	
	


	Reports / records  Related
	

	Comprehension 
	2.5
	
	
	
	
	

	Accuracy
	3.5
	
	
	
	
	

	Abitility to meet deadlines 
	2.5
	
	
	
	
	

	Initiate new need based records
	2
	
	
	
	
	

	
	
	
	
	
	
	

	Comments:



	
	 
	
	
	
	
	

	Finance   Related
	

	Accuracy in accounting for expenses 
	3.5
	
	
	
	
	

	Ability to understand and  work within budgets 
	2.5
	
	
	
	
	

	Cost Consciousness
	2.5
	
	
	
	
	

	Abitility to meet deadlines 
	2.5
	
	
	
	
	

	
	 
	
	
	
	
	

	Comments:



	Goals Related
	 

	Ability to set realistic goals for self
	2.5
	
	
	
	
	

	Ability to set realistic goals for / with team
	2.5
	
	
	
	
	

	Ability to achieve goals within pre defined time frame 
	3
	
	
	
	
	

	Comments:



	Overall Planning and Implementation
	3
	
	
	
	
	

	Comments:

	Accountability
	2.5
	
	
	
	
	

	Comments:

	Interpersonal Conduct
	3
	
	
	
	
	

	Comments:

	Communication Skills
	2.5
	
	
	
	
	

	Comments:

	Collaboration
	2.5
	
	
	
	
	

	Comments:

	Quality 
	2.5
	
	
	
	
	

	Comments:

	Adaptability
	2.5
	
	
	
	
	

	Comments:

	Initiative
	2.5
	
	
	
	
	

	Comments:

	Problem Solving
	2.5
	
	
	
	
	

	Comments:

	Dependability
	2.5
	
	
	
	
	

	Comments:

	Job Knowledge
	2.5
	
	
	
	
	

	Comments:

	Leadership
	2.5
	
	
	
	
	

	Comments:

	Organizational Commitment
	2.5
	
	
	
	
	

	Comments:

	Performance Factors Total:  
	 100%
	


On a scale of 1 – 4, please review yourself  on the following factors.   Please refer to attachment of job description  for rating on job related areas and  page 8-9 for definitions of  other performance factors.  Provide written justification if applicable, particularly for ratings of “Exceeds Expectations” or “Fails to Meet Expectations.”  

Performance/Leadership Factor Point Total




Part II

	Performance Goals for coming year —These can be set by coordinator  and then discussed with  Assessor. Extent of completion of these goals will be rated in the following year 

	1. 


	Target Date for Completion:

	Comments:



	2.


	Target Date for Completion:

	Comments:



	3. 


	Target Date for Completion:

	Comments:




Part III -- Door Step School Questions

1. What are the three most rewarding activities at Door Step School?

2. What are the three most challenging activities of working with Door Step School as an organization?

3. How can these activities be improved?

4. What changes should be made to improve Door Step School?

5. On a scale from 1-5 with 1 being unsatisfactory and 5 being excellent, how would you rate your overall experience with Door Step School? Please explain with specific examples.
DEFINITIONS

Performance Factors

Accountability:  Accepts responsibility for the outcome of work assignments.  Adheres to established policies, procedures and standards of performance.  Acknowledges mistakes and strives to improve future performance.  Keeps supervisor informed of potential problems, needs and workload issues on an ongoing basis.

Interpersonal Conduct: Respects and acknowledges the ideas and contributions of others.  Is honest and open in interactions and welcomes constructive feedback.  Demonstrates courtesy and sensitivity to others.  Generally displays a positive outlook and pleasant demeanor.

Communication Skills: Effectively expresses information and ideas both verbally and in writing as necessary for job level.  Actively listens (i.e., demonstrates focus, attentiveness and appreciation of what is communicated).

Collaboration:  Cooperates with coworkers to achieve common goals.  Exhibits commitment to reaching consensus.  Contributes to building positive team spirit and offers assistance and support to co-workers.  Considers how individual actions impact others within the association and shares information appropriately.

Quality:  Is thorough and efficient in completing assignments.  Work is precise, accurate, detail-oriented and completed within specified timelines.  Is committed to achieving excellence. 

Adaptability:  Responds quickly and positively to change in the work environment.  Modifies approaches or methods to best fit changing circumstances.  Is willing to accept and try new ideas and suggestions.

Initiative:  Seeks opportunities to contribute to the success of Door Step School.  Initiates problem solving and presents new and better ways to achieve Door Step School’s strategic goals and objectives.  Enthusiastically participates in implementing new initiatives.  Goes above and beyond job description both inside the office and in the field. 

Problem Solving: Effectively assesses and addresses problems within level of responsibility.  Demonstrates creativity in developing solutions and a sensitivity to financial and organization impacts.  Considers how solutions contribute to the strategic plan and overall organization.  Is decisive in acting on matters within his/her authority.

Dependability:  Regularly fulfills commitments and responds to requests for services and assistance.  Follows instructions and responds to management direction.  Has a good attendance record and is typically punctual.  Remains calm in the face of crises or significant challenges.

Job Knowledge: Competent in required job skills and knowledge.  Displays understanding of how job relates to others and the overall work plan.  Keeps abreast of internal and external developments and trends that may affect his/her job and the association.  Shares knowledge/skills with co-workers.  Works at keeping job skills current.

Leadership Performance Factors (please fill these out for those in supervisory positions)

Leadership:  Exhibits confidence in self and others.  Inspires respect and trust and encourages honest and open communication.  Commits to excellence and sets high expectations while providing support, encouragement, and recognition.  Effectively communicates Door Step School’s mission and vision and motivates staff toward achieving them.  Holds self and others accountable.  Shows courage to take constructive action.

Planning and Direction: Effectively prioritizes and plans the work activities of self and subordinates.  Includes appropriate people in planning and decision-making.  Matches assignments to capabilities and gives authority to work independently.  Sets expectations and monitors progress.  Integrates changes smoothly.  Plans for additional resources when necessary.  Provides recognition for attainment of results.
Cost Consciousness: Works within approved budget.  Conserves organizational resources.  Develops and implements cost-saving measures.  Identifies and pursues opportunities to generate revenue.  Recognizes cost/benefit issues.
Organizational Commitment: Demonstrates and reinforces commitment to Door Step School’s mission and vision.  Acts in the interest of achieving the overall goals and objectives of the organization.  Fully and actively supports the decisions of the Board and Executive Management.  Sets the example for staff by following Door Step School’s policies and procedures.
Part III -- Door Step School Questions

6. What are the three most rewarding activities at Door Step School?

7. What are the three most challenging activities of working with Door Step School as an organization?

8. How can these activities be improved?

9. What changes should be made to improve Door Step School?

10. On a scale from 1-5 with 1 being unsatisfactory and 5 being excellent, how would you rate your overall experience with Door Step School? Please explain with specific examples.
1

