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AmeriCorps

FINAL

PERFORMANCE APPRAISAL

Placement Site:    
Member Name:    

Appraisal period from:         


to     
	Performance Measures


	
	UNSATISFACTORY
	SOME DEFICIENCIES EVIDENT
	SATISFACTORY
	EXCEPTIONAL
	OUTSTANDING
	RATING

	
	
	1
	2
	3
	4
	5
	(1-5)

	KNOWLEDGE
	The blending of job related education, skills and experience
	Severely lacking in knowledge
	Noticeable deficiencies in job knowledge
	Understands job routine.  Some knowledge is still required
	Completely understands all aspects of the job
	Understands why all job functions are performed and the inter-relationship with other jobs.  An expert
	

	PRODUCTIVITY
	Level of satisfactory output generated per unit of time
	Usually below acceptable standard
	Barely acceptable level of output.  A slow worker
	Satisfactory.  Meets expectations of average output
	Usually exceeds the norm.  A fast worker
	Exceptional producer. Generates maximum output
	

	QUALITY/ACCURACY
	Excellence of results/outcomes.  Absence of errors
	Generally does not produce quality results.  Constantly commits errors
	Work quality needs improvement,  Error level too high
	Produces acceptable results  Makes average # of mistakes
	Above average outcomes.   Very accurate work
	Consistently produces exceptional results & quality work
	

	JUDGEMENT
	Capacity to make reasonable decisions 
	Frequently makes irrational decisions  Poor judgement
	Too often selects the wrong alternative
	Usually exercises sound judgement
	Above average reasoning ability
	Sustains high level of sound judgement. Decisions usually best under circumstances
	

	INNOVATION
	Imagination and creativity used to improve services and/or increase efficiency
	Never offers a new procedure or new idea
	Rarely suggests new ideas
	Average number of suggestions for improving methods and procedures
	Often suggests beneficial changes and improvements
	Very innovative.  Consistently offers imaginative suggestions for improving operations
	

	APPEARANCE 
	Appropriateness of dress to office setting(s)/situations(s)
	Appearance is frequently inappropriate
	Appearance is occasionally inappropriate
	Appearance is usually appropriate
	Appearance is rarely inappropriate
	Appearance is always appropriate
	

	ORGANIZATION
	Organization of the individual’s work and work area.
	Usually disorderly and chaotic
	Frequently unorganized with work in disarray
	Work sufficiently organized to perform the job
	Highly organized and efficient.  Few instances of poor performance from lack of order
	Exceptionally precise in organization of work. Has immediate access to anything needed
	


	Performance Measures


	
	UNSATISFACTORY
	SOME DEFICIENCIES EVIDENT
	SATISFACTORY
	EXCEPTIONAL
	OUTSTANDING
	RATING

	
	
	1
	2
	3
	4
	5
	(1-5)

	INTERPERSONAL/SKILLS
	Professionalism and ability to work with others
	Frequently rude  Causes others noticeable discomfort
	Occasionally impolite to co-workers or others
	Observes common courtesies, does not offend
	Very conscientious of others’ feelings and rights  Always polite
	Exceptionally courteous and polite.  Always considers the comfort and ease of others
	

	INITIATIVE
	Identifying and implementing what is required beyond routine job tasks  Voluntarily starts new projects
	Shows little initiative  Never volunteers  Sticks closely to job routine
	Shows some initiative  Should do more without having to be told
	Does not resist additional responsibility  Voluntarily attempts to solve non-routine job problems as they occur
	A self-starter  Often implements non-routine projects/tasks without being told
	Places highest priority on getting things done  Consistently identifies and implements all tasks outside of job description necessary to achieve goals
	

	RELIABILITY
	Dependability and trustworthiness
	Not reliable.  Often fails to deliver a complete job
	Occasionally leaves routine tasks incomplete
	Can be relied on to complete all aspects of job
	Completes work with little supervision.  Will complete occasional special projects
	Extremely dependable.  Accepts all assignments.
	

	PERSERVERANCE
	Pursuit of job objectives when faced with unexpected obstacles
	Frequently quits when faced with unexpected obstacles
	Is sometimes deterred by obstacles that should be overcome
	Is not stopped by most obstacles, works through them
	Displays sufficient drive to overcome unusually difficult obstacles 
	Always displays extreme determination  Will  rarely quit until objective is reached
	

	ABILITY TO ACT EFFECTIVELY IN STRESSFUL SITUATIONS
	Even temperament  Acceptance of unavoidable tension and pressure
	Volatile, disrupts work environment
	Occasional display if temper or emotion sufficient to disrupt others and hinder own performance
	Even tempered Absorbs routine pressures of job
	Can tolerate unusual pressure and tension without hindering performance
	Performs consistently and effectively under extreme pressure
	

	ATTENDANCE
	
	Frequent unexcused absences and lateness
	Absences or lateness below standards
	Satisfactory attendance
	Rarely late or absent
	Almost never late or absent
	

	FLEXIBILITY
	Willingness/ability to adapt to changing environment
	Frequently resistant to adjusting work methods/duties
	Has difficulty adjusting duties and identifying necessity for change
	Adjusts to situations as needed
	Consistently adjusts to changes Understands  and knows when adjustments are necessary
	Constantly aware

Of changing environment  Anticipates and plans for future changes.
	


Overall Rating:

Comment on member’s principal strengths:

Comment on principal areas of growth for the member and make suggestions on how growth can be achieved

If performance has been unsatisfactory, please outline expectations for improvement and include timeframes and milestones for when expectations should be met

Please share with us your assessment of member training needs

Please identify any training you have offered to the member

Please identify any training you plan to offer the member

_____________________________________
________________

Supervisor’s Signature




Date
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________________
Executive Director’s Signature
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Member’s Signature
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