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Three-Month Performance Appraisal and Development Plan

Purpose:  Check for understanding about job expectations; identify factors that help and hinder job performance; provide guidance, direction and support.
Employee: 
Job Title:               
Review Period:                                      
Directions:
The supervisor and employee jointly review the employee's job description, the Employee Orientation Checklist, and the Performance Factors that will be used as the basis for the Three-Month Performance Appraisal.  Based on this review, they jointly complete this form.
PERFORMANCE STRENGTHS/ACCOMPLISHMENTS: 
AREAS NEEDING ATTENTION BY EMPLOYEE: 
GOALS & ACTION PLAN FOR NEXT 3 MONTHS: (Complete attached sheet)
 AREAS NEEDING ATTENTION BY AGENCY/PROGRAM
This Performance Appraisal has been conducted jointly and the Three—Month Performance Factors have been previewed.
SUPERVISOR'S COMMENTS
_________________________________________


____________________
Signature of Supervisor




Date
PROGRAM/AGENCY COMMENTS
             Program/Agency Signature




 Date
LAST STEP:
EMPLOYEE'S COMMENTS: 
___________________________________________

___________________


Signature of Employee 





 Date
Distribution:
Personnel (original); Supervisor; Employee.
Three-Month Performance Factors
These performance factor ratings are a supervisor's appraisal of the employee's job performance during the first six months of employment in a given position.
Performance Ratings:
U =
Unsatisfactory—employee has not made adequate progress toward meeting job expectations.*
S =
Satisfactory—Employee has made adequate progress toward meeting job expectations.
	Performance Factors
	Notes



	U
	S

	1.  Communication
	
	
	

	A.  Written communication skills
	
	
	

	B.  Verbal communication skills
	
	
	

	C.  Listens effectively
	
	
	

	D.  Follows instructions
	
	
	

	E.  Keeps supervisor and/or staff well informed
	
	
	

	2.  Organizational Skills
	
	
	

	A.  Manages time appropriately
	
	
	

	B.  Meets project deadlines
	
	
	

	C.  Adapts to scheduling changes
	
	
	

	D.  Develops effective work plans
	
	
	

	E.  Implements work plans effectively
	
	
	

	3.  Professionalism
	
	
	

	A.  Maintains confidentiality
	
	
	

	B.  Works effectively with others
	
	
	

	C.  Treats all clients and employees with respect
	
	
	

	D.  Contributes to a positive work environment
	
	
	

	E.  Supports and acts upon WMCA philosophy
	
	
	

	4.  Initiative
	
	
	

	A.  Is willing to assume other duties
	
	
	

	B.  Is a self-starter
	
	
	

	C.  Is resourceful
	
	
	


	Performance Factors
	Notes
	U
	S

	5.  Quality of Work
	
	
	

	A.  Work is accurate
	
	
	

	B.  Completes necessary documentation
	
	
	

	6.  Problem Solving/Decision-making
	
	
	

	A.  Has ability to isolate a problem
	
	
	

	B.  Takes appropriate action
	
	
	

	C.  Performs effectively under pressure
	
	
	

	D.  Makes shared decisions when appropriate
	
	
	

	7.  Dependability
	
	
	

	A.  Is reliable
	
	
	

	B.  Is punctual
	
	
	

	C.  Attendance Record
	
	
	

	8.  Job Knowledge
	
	
	

	A.  Understands and fulfills job expectations
	
	
	

	B.  Abides by rules and regulations
	
	
	

	C.  Stays current in knowledge and skills
	
	
	

	9.  Safety
	
	
	

	A.  Meets expectations of Safety Policy
	
	
	

	B.  Follows supervisors guidance on corrective action.
	
	
	

	C.  Recognizes part in maintaining a safe working environment.
	
	
	


· If a U is indicated, please provide specific written examples of the unsatisfactory 
      performances.
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Annual Performance Appraisal and Development Plan
Goals and Action Plan for Coming Year
As each one of us grows personally and professionally at WMCA, it can only add to this agency’s ability to reach its own goals put forward in our Strategic Plan.  When formulating your goals for the next year, please link them with our agency’s goals by noting which WMCA creation/goal will be impacted by the completion of your goal.

	What do you want to accomplish
(Goal/target)
	Who will be involved
	What needs to happen to have the goal be accomplished
(milestones)
	By when
(benchmarks)

	# of relevant strategic plan creation

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	


WMCA creations/goals:

1. Create a financial system that insures efficiency, stability, sustainability and focuses on the goals of this Strategic Plan.
2. Create high quality services that are integrated, accessible and family centered.
3. Create effective community partnerships.
4. Create a learning organization culture, one that continually expands its capacity to create its own future.
5. Create a strong and effective communication system.
6. Create a pleasant, adaptable and safe environment for employees and customers.
7. Create a politically active board of directors.
8. Create a highly skilled, flexible, well-compensated workforce.

G:Shared/Forms/EVAL3MTH
STAFF TRAINING AND DEVELOPMENT LOG
(To be attached to evaluation)
Name:  _______________________________________  Year:  __________________
Position:  _____________________________________
	Training
	Date
	Number of Hours
	Verification


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


WESTERN MAINE COMMUNITY ACTION, INC.
EMPLOYEE EVALUATION QUESTIONNAIRE
1. What has challenged you the most in the past three months?

2. What was your greatest achievement in the last three months?

3. What are your strong points in relation to the position you occupy now?

4. What are your most productive work hours in the day?

5. What frustrates you most about your job?

6. How can your supervisor or director assist you in doing a better job?

7. What capabilities do you have that are currently underutilized?

8. If you could accept an additional task next year, what would it be?

9. What weakness do you have in your job now?

10. What are realistic goals for the future?

11.
What makes you feel good or positive in your job?

