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	Employee’s Name:
	

	Department:
	

	Position:
	

	Start Date:
	

	Evaluator:
	




This appraisal covers time period from:			
Department goals and objectives prepared by:		__N/A_______________________________	
Individual goals and objectives prepared by:		__N/A_______________________________



Please return completed appraisal to HR
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[bookmark: PERFORMANCE_MANAGEMENT]Identification of Priorities
WECHC GOALS FOR THE YEAR	
	


DEPARTMENT OBJECTIVES FOR THE YEAR	
	


FIVE KEY AREAS OF RESPONSIBILITY (from job description)
	1. 

	2.

	3.

	4.

	5.


[bookmark: Copy_of_this_page_to_the_Employee.]Rating System
“ O ”	OUTSTANDING  PERFORMANCE		Consistently  performs above  expectations.
“ E ”	EXCEEDS  EXPECTATIONS			Meets all expectations and occasionally exceeds. 
“ P ”	PERFORMS AS EXPECTED			Satisfactory, meets requirements.
“ N ”	NEEDS  IMPROVEMENT			Performance is below expectations.



PART 2 – PLANNING AND APPRAISAL OF BEHAVIOUR 

	[bookmark: OBJECTIVES_APPRAISAL_OF_RESULTS]
BEHAVIOUR EXPECTATIONS
	EMPLOYEE COMMENTS
	BOARD AND STAFF COMMENTS
	RATING

	CLIENT /PATIENT FOCUS:
· Is dedicated to meeting the expectations and requirements of internal and external clients/patients and customers.
· Gets first-hand client information and uses it for improving quality of services.
· Establishes and maintains effective relationships with clients and gains their trust and respect.
· Acts with clients/patients in mind.  Actions are always focused on meeting their needs.
· Shares ideas for improvement.
	
	
	

	ACTION ORIENTATED AND INTIATIVE:
· Employee is productive during work hours.
· Focused on achieving results; easily meets targets and goals within expected time frames.
· Not fearful of acting with a minimum of planning and supervision.
· Seizes opportunities as they arise.
· Understands the next step; moves with little direction to achieve.
· Contemplates future needs and moves to meet the demand.
	
	
	

	
COMMUNICATIONS, LISTENING:
· Obtains cooperation, influences the course of work in achieving the company’s stated objectives.
· Demonstrates adaptability and flexibility to the environment.
· Practices attentive and active listening.
· Can get messages across that have the desired effect.
· Is able to speak/write clearly in a variety of settings.
· Has the patience to hear people out.
· Can accurately restate the opinions of others understanding their intentions.
· Able to articulate well in written and verbal communication.
	
	
	

	PROBLEM SOLVING:
· Uses strong logic and methods to solve difficult problems with effective solutions.
· Probes all potential sources for answers.
· Looks beyond the obvious and does not stop at the first answer.
· Can see hidden problems and involves self in problem resolution
· Analyses situations and determines best appropriate corrective action.
· Is able to see the big picture and understand each small contribution to the whole.
	
	
	

	TEAMWORK AND COOPERATION:
· Shares successes and challenges.
· Considers all members of the company when making decisions.
· Encourages open dialogue amongst team members.  Works as a group to resolve problems and complex issues. Defines success in terms of the whole team.
· Easily gains the trust and support of the team.
· Solves team issues with little fanfare.
· Allows a person to finish and be held responsible for their work.
· Recognizes that individual commitment is important to team and organizational success.
	
	
	

	
INTEGRITY ETHICS AND VALUES:
· Is widely trusted; co-workers look up to them and is seen as a direct truthful individual.
· Keeps individual confidences.
· Admits mistakes and is willing to take constructive feedback.
· Treats everyone in a fair and respectful manner.
· Can present the truth in an appropriate and helpful manner.
	
	
	

	[bookmark: CLIENT/PATIENT_FOCUS__Supervisor_Observa][bookmark: PART_II_PLANNING_AND_APPRAISAL_OF_BEHAVI][bookmark: TEAMWORK_AND_COOPERATION__Supervisor_Obs]ADDITIONAL COMMENTS

	


[bookmark: PART_III_MID-YEAR_MEETING]PART 3 – OVERALL PERFORMANCE APPRAISAL

The overall performance appraisal must consider the results obtained, the conditions or constraints, which affected these results and the behaviours associated with the roles and responsibilities of the position. 

This employee has the ability to meet all of the requirements of the position. (Check One)
X 		“O” Outstanding Performance: Consistently performs above expectations  

		“E” Exceeds Expectations: Meets all expectations and occasionally exceeds.

 		“P” Performs as Expected: Satisfactory performance, meets requirements

		“N” Needs improvement: Performance is below expectations

PART 4 – TRAINING AND DEVELOPMENT
Strengths and growth opportunities      (to be completed by manager/supervisor)
	STRENGTHS
	OPPORTUNITIES FOR GROWTH

	
	

	
	

	
	


Employee Career and Personal Aspirations
	


[bookmark: PART_V_TRAINING_AND_DEVELOPMENT]Training and Professional Development 
	NEEDS
	ACTIVITES
	SCHEDULE
	COACH-MENTOR

	Training:

	
	
	
	

	
	
	
	

	Developing/Coaching:

	
	
	
	

	
	
	
	



	[bookmark: TRAINING_AND_PROFESSIONAL_DEVELOPMENT]RESULTS – ACTION PLAN (COMMENTS)

	





PART 5 – SIGNATURES AND COMMENTS

	EXECUTIVE DIRECTOR’S COMMENTS:

	



	BOARD CHAIR COMMENTS:
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Executive Director signature:	_____________________________________________	Date:___________________


Board Chair signature:	               _____________________________________________             Date:___________________
[bookmark: PART_VI_SIGNATURES_AND_COMMENTS]
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