Sample Form

This is a sample form.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Employee Name:  ______________________________
Job Title:  ____________________
Supervisor Name: ______________________________
Job Title:  ____________________
Date:  __________________
Section 1:  The spirit with which work gets done
Please include examples of observed behaviors demonstrating the employee’s understanding of each strength. Where applicable, include examples of observed behaviors that may be inconsistent with Organization standards.  Where no relevant observation was made, leave blank.  There is no rating scale for this section.  Behaviors/values must be customized for each organization.  Below is for sample purposes only.
Lead: Teach by example.  Demonstrate initiative.  Accept accountability.  

Collaborate:  Value teamwork.  Manage conflict proactively.  Communicate positively.

Support:  Show a high concern for our well-being.  Know the importance of appropriate humor at work.  Be genuinely interested in the success of others.  

Develop:  Seek continuous development of professional skills.  Model confidence, competence, and credibility.  Become the expert.

Innovate:  Do things better than they’ve ever been done before.  Be responsive, creative, resourceful, ambitious, optimistic.

Steward:  Use resources wisely.  Keep the bottom-line in perspective.  Take care of each other.

Contribute:  Initiate positive, sustainable change.  Work to improve your community.  

Section 2:  Job-Specific Success – What we do, and how well we do it.
Please rate the employee’s completion of the tasks and activities related to success in their specific job.  The goal is for each item to be rated “Reliably” – able to be counted on to meet the standards set here.  Anything other than “R” needs attention.  Include specific examples.
Reliably:  
Able to be counted on to meet the standard.

Usually:
Meets the standard more often than not.

Seldom:
Infrequently meets this standard.

EXAMPLES ONLY
___
1.  Strive to build positive, long-term relationships with our customers through exceptional customer service characterized by friendliness, responsiveness and follow-through.  
___
2.  Maintain our customer service database (CRM) enabling the staff to have up-to-date customer information so they may serve the members efficiently and thoroughly.
___
3.  Support the research team by providing quality reports which enable them to deliver superior information to the leadership team.
___
4.  Provide exceptional support to the customer service team by maintaining the database and performing the weekly reporting tasks in a timely, accurate and efficient manner.

___
5.  Provide friendly, efficient and reliable support to the professional team.
Section 3:  Personal Strengths and Development Plans
What does the employee want to spend more, or less, time doing?

What are this employee’s goals with the Organization?

Section 4:  Action Items

What actions has the employee committed to taking in the next month?

What actions has the supervisor committed to taking in the month?

Section 5:  Other

Please include a summary of any other items discussed which fall outside the other sections of this form.
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