Performance Appraisal - Administrative Staff

() First/3 Month Appraisal ( ) Routine Annual Appraisal ( ) Special Appraisal

NAME: DATE:

JOB TITLE:

COMPLETED BY: Employee () Supervisor ( )

The first part of this Performance Appraisal Form asks for quantitative ratings on various aspects of job performance, on a scale of 1
to 10. For each characteristic of job performance to be assessed, there are 5 alternative verbal descriptions of how well the person
might or might not be performing her/his job. Choose the wording that best describes job performance and then select either the
high or low number next to the blank to indicate the numerical rating selected.

For example, for question #1, if the most accurate description of performance is “ability exceeds normal job requirements,” then the
numerical rating is a “7” or an “8.” Decide which of these two numbers is most appropriate and write it in the blank line provided
on that line.

Write notes in the margins for added specificity and clarity.

1. EFFECTIVENESS IN DEALING WITH INSIDE PEOPLE: Extent to which employee cooperates with and effectively influences
those with whom s/he comes in contact. (This item includes showing respect and communicating effectively with staff and others).

1-2 __ Relations too ineffective to retain in job without improvement.

3-4 ___ Somewhat less effective than required by job.

5-6 ___ Maintains effective working relations with others.

7-8 ___ Ability exceeds normal job requirements.

9-10____ Extraordinary ability, beyond that which present job can fully utilize.

2. EFFECTIVENESS IN DEALING WITH OUTSIDE PEOPLE: Extent to which employee cooperates with and effectively influences
those with whom s/he comes in contact. (This item includes showing respect and communicating effectively with church leaders
and others).

1-2 Relations too ineffective to retain in job without improvement.

3-4 Somewhat less effective than required by job.

5-6 ____ Maintains effective working relations with others.

7-8 ____ Ability exceeds normal job requirements.

9-10___ Extraordinary ability, beyond that which present job can fully utilize.

3.JOB KNOWLEDGE: Extent of job information and understanding possessed by employee. (This item includes acquiring
necessary new information).

1-2 __ Knowledge inadequate to retain in job without improvement.

3-4 __ Lacks some required knowledge.

5-6 ___ Knowledge fully satisfies job requirements.

7-8 ____ Very well informed on all phases of work.

9-10___ Extraordinarily well informed, beyond the scope which present job can fully utilize.

4. ACCURACY: Correctness in performance of work duties and responsibilities.

-2 __ Makes very frequent errors. Requires close supervision.

-4 __ Careless; makes more than acceptable number of errors. Requires extra supervision.
-6 __ Usually accurate; makes average number of errors. Requires average supervision.
-8 ___ Very accurate most of the time. Requires little supervision.

-10 ___ Highly accurate almost all of the time. Requires minimal supervision.
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5. EFFECTIVENESS in carrying out programmatic goals and attaining objectives, particularly as relates to positive transitions
(wherever applicable).

1-2 __ Clearly unsatisfactory attainment; corrective action indicated.
3-4 __ Just getting by; needs improvement.

5-6 __ Satisfactory attainment.

7-8 ____ Above average attainment.

9-10___ Superior attainment; highly meritorious performance.

6. EFFICIENCY in completing a normal amount of work in a timely manner.

1-2 __ Not meeting minimum requirements; corrective action indicated.
3-4 ___ Barely completing enough work to get by; needs improvement.
5-6 ___ Amount and timeliness of work is satisfactory.

7-8 __ Industrious ... exceeds the norm.

9-10____ Highly industrious ... superior work output.

7. JUDGMENT/DISCRETION: Extent to which decisions and actions are appropriate and based on sound reasoning and weighing
of possible outcomes.

1-2 __ Judgment too poor to retain in job without improvement.

3-4 ___ Judgment not entirely adequate to meet demands of the job.

5-6 ___ Exercises good judgment in various circumstances arising on the job.
7-8 ___ Excellent judgment in determining the proper course of action.
9-10____ Superior judgment at all times.

8. INITIATIVE: Extent to which employee is a "self-starter" in attaining job objectives.

1-2 _ Lacks sufficient initiative to retain in job without improvement.
3-4 ___ Lacks initiative in some respects.

5-6 ____ Displays satisfactory initiative.

7-8 _____ Shows above average initiative.

9-10___ Extraordinary initiative.

9.JOB ATTITUDE: Amount of interest, enthusiasm, and positive intent shown on the job.

1-2 __ Attitude too poor to retain in job without improvement.
3-4 __ Attitude poor in some respects.

5-6 __ Good attitude.

7-8 Very positive, interested and enthusiastic.

9-10____ Exceptionally positive attitude at all times.

10. ADAPTABILITY: Extent to which employee adapts to changes in work situation.

1-2 __ Doesnot adapt enough to retain in job without improvement.
3-4 __ Resists changes in work situation.

5-6 ___ Adapts to changes with little difficulty.

7-8 ___ Very quickly adapts to changes.

9-10___ Highly adaptable in all situations.

11. PRESENTATION OF SELF: General physical and verbal appearance put forth to people inside and outside the association.

-2 ___ Represents association too unfavorably to retain in job without improvement.
-4 ___ Presentation of self needs some improvements.

-6 ___ Presentation of self is satisfactory.
-8 ___ Always represents association well.
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-10 Exceedingly favorable presentation to all people at all times.



12. DEPENDABILITY: Extent to which employee can be counted upon to carry out instructions, be on the job, and fulfill
responsibilities.

1-2 __ Too unreliable to retain in job without improvement.
3-4 __ Dependability is not fully satisfactory.

5-6 __ Fully satisfies dependability of the job.

7-8 ____ Above average dependability.

9-10____ Extraordinary dependability in all respects.

13. ATTENDANCE:

1-2 _ Excessive absenteeism; cannot be depended upon.
3-4 __ Often absent; poses a problem.

5-6 ___ Occasionally absent.

7-8 __ Seldom absent.

9-10___ Very rarely absent ... excellent attendance.

OVERALL APPRAISAL OF EMPLOYEE PERFORMANCE. Calculate the average numerical rating of the 13 preceding ratings and
place that on the line below.

Overall Average

GENERAL COMMENTS:

STRENGTHS TO BUILD ON: (Very important! Do not omit).

AREAS TO WORK ON: (Very important! Do not omit).

RELATIONSHIP WITH SUPERVISOR:
Strongly Disagree Strongly Agree
1 2 3 4 5
My supervisor helps me set priorities for my responsibilities.
My supervisor listens to and responds to my concerns.

My supervisor empowers me to continuously improve work processes.

My supervisor creates a climate where I can be completely open in
discussing my mistakes and areas that need improvement.

My supervisor often asks what he/she might do differently in order to
more effectively manage me.

ISSUES/CONCERNS RELATED TO MY ROLE ON THE MINISTRY TEAM:



YOUR RESPONSES TO THE FOLLOWING QUESTIONS ARE OPTIONAL
What I want my supervisor to know regarding:

a. My personal mission

b. My job description

c. My job satisfaction/sense of motivation

d. My compensation level

e. My personal growth achievements

f. My personal growth needs/strengths

g. My sense of my role on the ministry team

Employee's Signature Date

Supervisor’s Signature Date

Employee's signature verifies that this appraisal has been discussed with employee. Same signature does not indicate
agreement/disagreement with contents. Does the employee wish to dispute their supervisor’s assessment of their work?
Yes No



Healthy Church Resources

Order online at www.Leadership Transformations.org or
www.HealthyChurch.net (not all items available online)**
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Becoming A Healthy Disciple &axer, 2004)

by Rev. Dr.Stephen A.Macchia. Are you becoming a healthy
disciple? Discipleship is a lifelong apprenticeship with the
Master, Jesus Christ. He does not expect perfection, only heart
and skill development. Becoming A Healthy Disciple outlines
ten traits that will help you grow as a Christian. Each chapter
ends with a disciple's prayer and study questions for personal
or group reflection.

Item #V1015 $9.99 (Retail $12.99)

Becoming A Healthy Disciple —
Small Group Study and Worship Guide

A companion to Steve Macchia’s book, Becoming A Healthy
Disciple, this small-group resource provides discussion and
worship outlines to enrich your study of the ten traits of a
healthy disciple.

Item #V1016 $5.99; 5 or more $5.00 ea.**

Becoming A Healthy Church saker, 1999)

by Rev. Dr.Stephen A.Macchia. ENGLISH Version. “If you have
your health, you have everything: the old axiom about our bodies
is equally true of our churches. Macchia goes straight to the heart
of what churches need and can do to survive and thrive in the
twenty-first century.”- Leith Anderson, Wooddale Church

Item #V1001 $11.99 (Retail $14.99)

KOREAN Version Item #V1001A $14.99**
SPANISH Version Item #V1001B $14.99**
CHINESE Version Item #V1001C $14.99**

Becoming A Healthy Church Workbook ke
2001) by Rev.Dr.Stephen A.Macchia. ENGLISH Version. The
companion piece to Steve Macchia’s book, Becoming A
Healthy Church, provides summaries of the Ten Characteristics
of a Healthy Church and looks at seven key questions that
need to be answered by every leadership team.

Item #V1014 $9.99 (Retail $14.99)

CHINESE Version Item #V1014A $14.99**

Becoming A Healthy Church
Leaders Kit

The entire set of Healthy Church resources in one
complete kit. Especially designed for church leaders,
the kit contains all the resources you will need to
guide your team through the healthy church
assessment and ministry planning process:
* Becoming A Healthy Church book (Item #V1001)
* Becoming A Healthy Church Workbook
(Item #V1014)
* Leadership Team Assessment Tool (Item #V1011)
» Congregation Assessment Tool (Item #V1012)
« The 10 Characteristics of a Healthy Church booklet
(Item #V1002)
* Presentation and Assessment Resources CD-Rom
(Item #V1017)

Item #V1018 $59.99 (Retail $65.99)
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Presentation and Assessment

*
Resources (D-Rom
Newly published, this CD-Rom contains all the tools
and resources you need to help you facilitate the
assessment and planning process:

|4

Church
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INTRODUCTION

- Five R’s of Implementation (\Word)

+ Introduction to the Healthy Church Process (PowerPoint)

TEN CHARACTERISTICS

+ Ten Characteristics of a Healthy Church (English version only:
PowerPoint, PDF, and audio files)

ASSESSMENT

- Assessing the Health of Your Church (PowerPoint)

ASSESSMENT RESOURCES

+ Leadership Team Assessment Tool — Sample (PDF); Tabulation
Spreadsheet (Excel); and Tabulation Instructions (Word)

+ Congregation Assessment Tool — Sample (PDF); Tabulation
Spreadsheet (Excel);and Tabulation Instructions (Word)

- Additional Assessment Questions (PDF)

PLANNING

+ Moving from Assessment to Planning (PowerPoint)

*Formatted for Macintosh® and PC. PDF files require Adobe® Acrobat® Reader version 3 or higher. PowerPoint®,
Excel® and Word® files require Microsoft® Office 97® for PC, and Office 98 for Macintosh.

Item #V1017 $24.99 (Retail $29.99)

T The 10 Characteristics of a
10 Healthy Church booklet

y AT Briefly describes each of the ten characteristics,

including Scripture passages.
Church

ENGLISH Item #V1002 $2.00%*
$15.00 for pack of 10

$1.00 each for 50 or more**
SPANISH Item #V1002A  $1.00
KOREAN Item #V1002B  $1.00
CHINESE Item #V1002C  $1.00
PORTUGUESE Item #V1002D  $1.00
FRENCH Item #V1002E  $1.00

Leadership Team Assessment Tool
Designed to gain input from church leadership team
to enhance healthy church assessment process.

Item #V1011 $2.00**
$15.00 for pack of 10
$60.00 for pack of 50

$1.00 each for 50 or more**

Congregation Assessment Tool
Designed to gain input from members of the
congregation to enhance leadership team
discussions as the church proceeds through the
healthy church assessment process.

Chl}rch

Item #V1012 $2.00 **
$15.00 for pack of 10
$60.00 for pack of 50

$1.00 each for 50 or more**
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Leaders!

Trained facilitalors are available to assist your church with the health

TranstorT

assessment process. Call 1-978-646-4175 for information.

**Denotes quantity discount or special item available ONLY by calling LTi. (Not available online or through Christian Book Distributors.)

www.LeadershipTransformations.org



Becoming A Healthy Church

ALL THE RESOURCES YOU NEED TO IMPROVE THE HEALTH OF YOUR CHURCH

ORDER FORM ...

COMPLETE THIS FORM AND:

MAILTO: Leadership Transformations, Inc.
PO Box 338, Lexington, MA 02420

FAXTO:  1-978-646-4576
OR CALL: 1-978-646-4175

ITEM # QUANTITY  DESCRIPTION TOTAL $
SUB-TOTAL
*First-Class US Post shipping and handling
costs within the continental US: *SHIPPING/HANDLING
Upt0$20.00..........cennee $5.50
$20.01-%50.00............... $7.50 TOTAL | §
$50.01-5$100.00 ........ 15% of total
$100.01—andup ........ 12% of total
NAME
ADDRESS
ary STATE ZIP
DAYTIME PHONE

Payment information
Please make your check payable to LEADERSHIP TRANSFORMATIONS, INC.

All of the Healthy Church resources
are made available below retail
prices as a service to those churches
serious about becoming a healthier
church. God bless you throughout
this exhilarating process!

Trained facilitalors are available
to assist your church with the
health assessment process. Call
1-978-646-4175 for information.

“I loved reading Becoming A Healthy Church. /¢ is a
wonderful tool that I recommend to every church
that is serious about being purpose-driven.”

— Rick Warren, author, 7he Purpose-Driven Church

“Wow. The solid principles in Becoming A Healthy
Church can now be easily shared with your key
leaders and the entire church. This is a home run.”

— Kevin Miller, editor-at-large, Zeadership Journal
vice-president, Christianity Today International

“Instead of old-style models and maps, programs and
procedures—none of which works in postmodern
culture—Macchia gives us what does work.”

— Leonard Sweet, Drew University

LeadeyS

Transforr

www.LeadershipTransformations.org
PO Box 338, Lexington, MA 02420 |  978-646-4175



