ESS Worker Evaluation

	
	date

	Name of volunteer
	position

	name of supervisor
	position

	
	

	A.
Instructions

· This form is to be used for evaluation of all ESS workers.

· The position description of the worker is to be used as an evaluation tool.

· When completed, this form is forwarded to the ESS Director.

PERFORMANCE RATING DEFINITIONS

Exceeds requirements: Consistent and sustained superior performance. Exceeds the accepted standards and produces good, sound results at all times.

Satisfactory: Meets the job standards on a consistent basis. Minor weaknesses may require development.

Needs Improvement: Does not meet the basic, minimum job requirements. Is clearly below the acceptable level and immediate improvement is essential.

Developing performance: This is a special category for new or newly promoted workers who are progressing, but have not had sufficient opportunities to become fully competent in their new position.

Not Applicable: Does not apply to the position held.

	
	

	B.
EVALUATION AREAS

	1.
Knowledge of position and applications. Possesses the information concerning duties, responsibilities, and related skills to perform assignments competently, make informed decisions, and bring about solutions to problems.

	· Exceeds Requirements

· Satisfactory
	· Needs Improvement

· Developing Performance

· Not Applicable

	Comments:



	2.
Planning and organization. Plans work to meet team goals; appropriate organization of work and utilization of time and resources to ensure goals are met.

	· Exceeds Requirements

· Satisfactory
	· Needs Improvement

· Developing Performance

· Not Applicable

	Comments:



	3.
Initiative, creativity, and adaptability. Demonstrates the following abilities and traits: self-starting, determination, perseverance, resourcefulness, flexibility, ability to adjust to change, and ingenuity.

	· Exceeds Requirements

· Satisfactory
	· Needs Improvement

· Developing Performance

· Not Applicable

	Comments:



	4.
Team player. Cooperating and working with others to meet goals both within and beyond one’s area of responsibility; promoting unity and trust with all team members and other ESS workers.

	· Exceeds Requirements

· Satisfactory
	· Needs Improvement

· Developing Performance

· Not Applicable

	Comments:



	5.
Interpersonal skills. Demonstrates courtesy, tact, and diplomacy in dealing with the public. Works cooperatively with other ESS workers as to create positive work atmosphere and communicate ideas and information effectively both orally and in writing.

	· Exceeds Requirements

· Satisfactory
	· Needs Improvement

· Developing Performance

· Not Applicable

	Comments:



	6.
Quality of work. Maintains high standards, takes pride in volunteering, detects errors and corrects quickly, learns from errors.

	· Exceeds Requirements

· Satisfactory
	· Needs Improvement

· Developing Performance

· Not Applicable

	Comments:



	7.
Development of ESS workers/leadership. Develops the skills and competence of other ESS workers through coaching, training, and development activities. Demonstrates ability to instil enthusiasm, loyalty, and commitment in others. Provides effective direction and support.

	· Exceeds Requirements

· Satisfactory
	· Needs Improvement

· Developing Performance

· Not Applicable

	Comments:



	8.
Communication (verbal & written). Clearly expresses ideas and concepts; encourages two-way conversations; gives effective presentations (when required); demonstrates effective listening skills; consistently shares information.

	· Exceeds Requirements

· Satisfactory
	· Needs Improvement

· Developing Performance

· Not Applicable

	Comments:




	C.
Comments and performance development

	Supervisor’s Comments:



	ESS worker’s comments:



	Performance Development Plan: (This should include training and development plans designed to improve or develop performance in specified areas. These might include training programs, special projects, work assignments, coaching, etc.)



	D.
recommendations

	· Continue ESS work

· Transfer
To:


· Dismiss
Date: 

	· To be re-evaluated
Date:




	E.
Sign off

	

	Signature of supervisor:

Date:


	Title: 

	

	

	This evaluation has been discussed with me and a copy has been provided.

Signature of worker:

Date:





