Performance Evaluation


Grandview Medical Centre – Employee Evaluation
	Employee Name:
	

	
	

	Current Position Title:
	


	Assessed By:
	
	Position Title:
	

	
	
	
	

	Date Assessed:
	
	Date of Next Assessment:
	


Purpose and Intent of Performance Evaluation:
Performance Evaluation is a means to offer positive feedback, constructive and objective dialogue between you and Grandview Administration.  Work should be assessed against established performance standards. (See job description)  The purpose is to have you the employee self evaluate on-the-job performance, determine your job-related strengths and areas for improvement and where necessary, to outline a practical development plan.  The intent is that together, we establish an Evaluation that shows you your strengths and areas that need improvement.
Performance Standards

Below Expectation

· Performance is clearly below expectations in the area being assessed.  It will require improvement to bring it up to an acceptable level.

· This rating may also apply to employees who are developing in their positions.  In this case, employees are perceived as having the capacity to move out of this section after the probationary period has ended.

Achieves Expectation

· Performance meets all requirements and expectations with a minimum amount of direction and/or;

· Performance meets all requirements most of the time, but may occasionally exceed the standard and in some instances, may have fallen short, so overall, it does not warrant a higher level of assessment.

Exceeds Expectation

· Performance is frequently better than required for the area being assessed and is worthy of special notice.

· The employee has demonstrated unusual efficiency, initiative, and adaptability in most situations.

	Performance Factors
	Work-Related Examples Important to Position and Comments

	JOB KNOWLEDGE:  Understands the job requirements and demonstrates understanding by doing the work effectively without need for continual direction.


	

	
	
	
	
	

	Below expectation
	
	Achieves expectation
	
	Exceeds expectation
	
	

	
	
	

	ORGANIZATION:  Develops, prioritizes and evaluates courses of action with realistic objectives and time frames for completion.


	

	
	
	
	
	

	Below expectation
	
	Achieves expectation
	
	Exceeds expectation
	
	

	
	
	

	PRODUCTIVITY:  Meets requirements of job assignments on schedule, with minimum number of errors, scrap or rework.


	

	
	
	
	
	

	Below expectation
	
	Achieves expectation
	
	Exceeds expectation
	
	


	JOB COMMITMENT:  Demonstrates initiative in work, takes responsibility for the functions that are assigned, accepts new tasks willingly, and follows established policies.


	

	
	
	
	
	

	Below expectation
	
	Achieves expectation
	
	Exceeds expectation
	
	


	INTERPERSONAL RELATIONS:  Transmits information clearly, maintains or enhances the self-esteem of others, listens and responds with empathy, inspires respect and confidence of others.


	

	
	
	
	
	

	Below expectation
	
	Achieves expectation
	
	Exceeds expectation
	
	


	RELATIONS WITH PATIENTS AND PUBLIC:  Deals with patients and internal/external contacts with knowledge, diplomacy and courtesy.


	

	
	
	
	
	

	Below expectation
	
	Achieves expectation
	
	Exceeds expectation
	
	


	ATTENDANCE AND PUNCTUALITY:  Present at work on time every scheduled day, takes lunch and coffee breaks according to policy and does not leave work early.


	

	
	
	
	
	

	Below expectation
	
	Achieves expectation
	
	Exceeds expectation
	
	


	SAFETY AND CONFIDENTIALITY:  Maintains a clean, safe and confidential work environment.


	

	
	
	
	
	

	Below expectation
	
	Achieves expectation
	
	Exceeds expectation
	
	


CAREER & PERSONAL DEVELOPMENT:  Indicate your career and personal development interests.  Are there any courses you have taken or wish to take in the future that you feel you would benefit from?
1. SUPERVISORY RESPOSIBILITY (if applicable):  Leadership, communicating with employees, planning and organizing work, motivating employees, managing change effectively, selecting, orienting, and training employees, coaching employees for performance, completing employee evaluations, developing and maintaining discipline, resolving employee complaints, controlling workplace losses, working with a budget, working with the public.

	RATING
	
	

	Below expectation
	
	Achieves expectation
	
	Exceeds expectation


COMMENTS:
2. STRENGTHS:  Recognize your strengths and positive contributions in carrying out the duties of your position.  (Comment using work-related examples).

3. PERFORMANCE DEVELOPMENT PLAN:
A) Identify goals for improvement in job performance during the next review period to meet expectations; or goals to develop skills related to future job assignments or job opportunities.

B) Outline a plan to accomplish performance goals.  Consider on-job training, coaching, special assignments, training programs, post-secondary studies, night courses, etc.

This Section to be Completed by the Employee

ADDITIONAL COMMENTS:  Include any factors not appearing on this Evaluation, expand on previous comments, comment on supervisory potential, adaptability to change, previous development goals, or any other comments about the clinic as a whole.
	COMMENTS:



	DATE:
	SIGNATURE:


By signing above, I acknowledge that I have been made aware of, by way of this Evaluation, any positive feedback or constructive criticism regarding my performance here at Grandview Medical Centre.
	Signature of Evaluator(s):
	
	Date:
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