Part 2: Performance Self-Evaluation – Definitions
Employee Name      



Date      
Achievement Rating – Read the expanded definitions below so that you can keep them in mind as you rate your own performance during the past year.
Extraordinary Achiever 
· Work that is characterized by sustained exemplary accomplishments at the highest level throughout the rating period; 
· providing exemplary support to the contributions of the organization. 
· Performance that consistently exceeds and sometimes far exceeds the criteria of the job function. 
· Typically demonstrating full mastery of knowledge, skills, and abilities, required work, and behavioral competencies (demeanor, propriety, and attitude). 
High Achiever 
· Work that is characterized by a consistently high level of accomplishment; 
· meeting and often exceeding performance targets of core responsibilities; 
· providing significant support to the contributions of the organization. 
· Typically independently demonstrating highly proficient knowledge, skills, and abilities; required work; and behavioral competencies. 
Achiever 
· Work that is characterized by achieving results at a level that generally met and sometimes exceeded performance targets of core responsibilities; 
· providing commendable support to the contributions of the organization. 
· Typically demonstrating fully proficient knowledge, skills and abilities; required work; and behavioral competencies (with only a few improvement areas). 
Fair Performer 
· Work that requires improvement to fully meet the performance targets of core responsibilities in one or more areas; 
· providing basic support to the contributions of the organization. 
· Typically performing in the beginner or developmental stage of demonstration of knowledge, skills and abilities; required work; and behavioral competencies. 
Unsatisfactory Performer 
· Work that fails to meet the criteria of the job function; 
· generally falling well short of performance targets of core responsibilities (even though sometimes approaching targets); 
· providing minimal support to the contributions of the organization.
· Generally performing below the beginner developmental stage of demonstration of knowledge, skills and abilities; required work; and behavioral competencies.
Performance Self-Evaluation – Section 1
	Area to Evaluate
	Expanded Definition
	Overall, I would rate 

myself as:
	Supervisor Rating / Comments

	Quality

Service
	· Listens carefully and responds to customer requests and problems.

· Delivers friendly, courteous service to internal and external customers.

· Demonstrates a commitment to increasing customer satisfaction.
· Looks for and makes continuous improvements.

· Performs with accuracy, thoroughness and effectiveness.
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer

     

	My positive performance:

     

	

	How I could improve:

     

	

	

	Area to Evaluate
	Expanded Definition
	Overall, I would rate 

myself as:
	Supervisor Rating / Comments

	Respect

and

Community
	· Establishes and maintains respectful and cooperative working relationships.

· Demonstrates respect for individuals in all forms of communication.

· Supports the CFPC goals and priorities.
· Demonstrates respect for a positive, diverse work environment.

· Handles interpersonal conflicts constructively.
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer

     


	My positive performance:

     
	

	How I could improve:

     
	


Performance Self-Evaluation – Section 2
	Area to Evaluate
	Expanded Definition
	Overall, I would rate 

myself as:
	Supervisor Rating / Comments

	Learning

and

Develop-ment
	· Constructively uses feedback from multiple sources.

· Seeks new challenges and increased responsibility.

· Demonstrates willingness to try new approaches.
· Seeks and participates in learning and development activities.

	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer

     

	My positive performance:

     

	

	How I could improve:

     

	

	

	Area to Evaluate
	Expanded Definition
	Overall, I would rate 

myself as:
	Supervisor Rating / Comments

	Focus

on

Results
	· Sets goals in alignment with CFPC priorities.
· Organizes work to achieve goals / targeted results.

· Accomplishes a fair and agreed-upon workload.
· Identifies and solves problems / accepts responsibility for own actions.

· Attends work as scheduled.
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer
     


	My positive performance:

     
	

	How I could improve:

     
	


Performance Self-Evaluation – Section 3 – Job Specific - use the two top priorities that you identified in the Employee Self Evaluation Survey, Queston 1.
	Area to Evaluate
	Overall, I would rate 

myself as:
	Supervisor Rating / Comments

	Priority #1 (Define the expectations of this priority in your own words):

     
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer

     

	My positive performance:

     

	

	How I could improve:

     

	

	
	
	

	Area to Evaluate
	Overall, I would rate 

myself as:
	Supervisor Rating / Comments

	Priority #2 (Define the expectations of this priority in your own words):

     
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer

     

	My positive performance:

     

	

	How I could improve:

     

	


Performance Self-Evaluation – Section 4 – For Supervisors & Managers Only
	Area to Evaluate
	Expanded Definition
	Overall, I would rate 

myself as:
	Supervisor Rating / Comments

	Perfor-mance

Manage-ment
	· Sets clear expectations with staff while providing encouragement.
· Gives feedback in a respectful, constructive way.

· Uses coaching skills effectively to improve staff performance.

· Conducts effective and timely performance reviews.

· Recognizes excellent performance.


	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer

     

	My positive performance:

     

	

	How I could improve:

     

	

	

	Area to Evaluate
	Expanded Definition
	Overall, I would rate 

myself as:
	Supervisor Rating / Comments

	Leader-ship
	· Builds commitment to mission and priorities of CFPC.
· Involves staff actively in planning and decision-making.

· Fosters a work environment characterized by mutual respect.
· Provides direction and defines priorities.

· Acts with integrity.

	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer
	 FORMCHECKBOX 
Extraordinary Achiever

 FORMCHECKBOX 
High Achiever

 FORMCHECKBOX 
Achiever

 FORMCHECKBOX 
Fair Performer

 FORMCHECKBOX 
Unsatisfactory Performer

     

	My positive performance:

     

	

	How I could improve:

     

	


Performance Self-Evaluation – Section 5 – Documentation & Review
Completed on:                          by      
                         (date)
                        (name of employee)

Name of Direct Supervisor: 
     
Name of Indirect Supervisor:      
Reviewed with employee by:                    on                  
                                              (name)


     (date)
 FORMCHECKBOX 
 Merit increase from $      hour / year  to   $      hour / year.
 FORMCHECKBOX 
 No increase at this time.

Comments:

     
X _____________________________________________       
X _____________________________________________
  

                   (signature of reviewer) 




                     (signature of employee)
