(Your Arts Organization)
Personnel Evaluation

Name:



Date:  





Job Title:


Time in Present Position:  



Employment date:


Date of last review:





Type of Review (Annual, 6-month):



Present Rate of Pay:  






The purpose of this form is to provide an outline for both the supervisor (board members) and employee toward:

1) Assessing the acknowledging job performance 
2) Discovering/Developing areas for performance improvement.


Part 1









Based on the actual duties performed and responsibilities developed from the job description, indicate your score on the performance scale below each performance evaluation item.  
EMPLOYEES should put an X under the selected performance scale number on the Employee line.

BOARD MEMBERS should put an X under the selected performance scale number on the Supervisor line.  
PERFORMANCE SCALE:

· 1)  Unsatisfactory - Position requirements are not being met.  Critical to make notable improvement immediately.








· 2)  Below Average - Position requirements being met at barely acceptable level and significant improvement is required.


· 3)  Satisfactory - Position requirements being met.  Room for improvement, however.

· 4)  Above Average - Position requirements are being met to a highly acceptable degree.  Clearly above average.








· 5)  Excellent - Position requirements are completely fulfilled.  Performance is consistently superior - competence outstanding.






BOARD MEMBERS should put an X in the appropriate box (1-5) on the Supervisor line.  The Employee will rank themselves on the Employee line.

SAMPLE:
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	
	 Unsatisfactory
	Below Average
	Satisfactory
	Above Average 
	Excellent

	Supervisor
	 
	 
	 
	 
	X


A. Dependability: Required job is performed with minimum supervision.   Responsibilities are accepted, followed through, and accomplished successfully. Employee is trusted to get the job done.
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


B. Job Knowledge:  Employee maintains knowledge of job duties and responsibilities.  Employee looks for ways to improve (Your Arts Organization) and its programs and services. Formulates goals and programs that compliment the (Your Arts Organization)  mission.  
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


C. Professional/Technical Performance:  Job is performed with skill, accuracy, efficiency and completeness.  Employee represents the organization in a good light.  Employee is an effective leader.  
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


D. Decision Making:  Willingness to make decisions, the degree to which decisions are sound and the degree to which employee seeks out the ideas, input, and opinions of others.  Considers the pros and cons, as well as short and long term consequences of decisions.
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


E. Analytic Ability:  Ability to size up a situation, obtain and evaluate facts, reach sound conclusions and present a solution effectively.  
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


F. Adaptability:  Quickness to grasp, interpret, and adjust to instructions, new situations, methods, policies and procedures.
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


G. Job Attitude:  Interest in work is evident.  Cooperative.  Maintains a positive attitude.
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


H. Planning/Prioritization:  Demonstrates ability to anticipate, schedule, and maintain workload while also managing multiple projects at once.  Effective use of materials, equipment, resources, committees, and board members.  
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


I. Time Management:  Required work is completed when required.  Time is used wisely and efficiently.  Employee is able to manage multiple projects simultaneously.
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


J. Initiative:  Required job is performed with minimum supervision.   Employee seeks ways to improve.  Initiates new ideas.   Achieves results that have a positive impact on (Your Arts Organization). 
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


K. Human Relations:  Establishes and maintains positive relationships with fellow employees, (Your Arts Organization) members, and board.  Is cooperative, respectful, courteous, and leaves a favorable impression.  Creates an atmosphere of approachability.
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


L. Communication:  Ability to express thoughts clearly in spoken and written form. Is an effective communicator when dealing with board, members, and community arts leaders.
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


M. Statewide Arts Awareness:  Keeps abreast of current art resources, programs, information, workshops/training and services available (i.e. Missouri Arts Council, MACAA, Missouri Citizens for the Arts, etc.) and shares information as appropriate.  
	PEFORMANCE SCALE
	1
	2
	3
	4
	5

	Employee
	 
	 
	 
	 
	 

	Supervisor
	 
	 
	 
	 
	


PART II:
(Board Members)








A.
What are the particular strengths of this employee?








B.
Identify area(s) of improvement needed (especially addressing any items you ranked lower than Satisfactory in the above Performance Evaluation):







C.
Specify recommendations or actions that could assist in further professional development (i.e. training, etc.)








D.
Other comments? 

