	Employee Plan & Evaluation Form

	

	Name:  

                              
	Supervisor:  



Instructions

1. Develop your plan – First review your supervisor’s/group’s objectives for the year – if not available, draft your plan based on discussions and/or your best understanding of the objectives.  Then draft your performance and individual development objectives.  Focus on the three or four most important things you will do this year which will have a positive impact on the success of both you and the water system.  You also may include objectives focused on your day-to-day responsibilities. 
2. Submit and discuss your plan to your supervisor.

Interim Discussion

•
Mid-year, staff should review their plan and update it by “marking up” the original with a different font/italics to reflect any changes in objectives and priorities, year-to-date.  Then discuss the proposed changes, as well as your performance, with your supervisor and agree upon the course of action.

Year-End Evaluation
•
First, conduct a self-evaluation by inserting your assessment of your performance below each objective, using a different font/italics.  Then complete your self evaluation of critical behaviors, and the summary evaluation self-rating.  Forward this self-assessment to your supervisor and arrange a meeting to discuss the supervisor’s evaluation.  Your supervisor will come to a consensus with your officer and agree to the evaluation narrative and ratings for performance

	Employee Plan


Performance Objectives: (Remember, SMART objectives are Specific, Measurable, Action oriented, Realistic (based on agreement with your supervisor), and Time-based; please indicate timing and measures for each objective): You also can include an objective(s) that focuses on career growth or stretching your skills to be better at what you do.
Sample Format:

	1.  Objective – Describe the action
	Measurement
	Due Date

	
	
	


Individual Development - After discussing your individual development with your supervisor, please note below the knowledge, skills and behaviors (the competencies) that you will develop over the next year.  Outline what the skills are, how you anticipate developing these skills, and how you will apply these skills to your job (e.g. consulting skills for daily client interaction on projects; attend meeting(s) with John/Jane Doe/ask them for feedback).
	Skill/Competency
	Related Job Responsibility  & Method for Developing

	Example – Learn Microsoft Excel
	Use Microsoft Excel to maintain water system’s asset inventory

	
	


SIGNATURES:  (Electronic is acceptable)

	EMPLOYEE 
	
	Date: 

	SUPERVISOR
	
	Date:  

	OFFICER (For proj/sr. proj staff)
	
	Date:  


	Evaluation - Your supervisor will come to a consensus with your officer and agree to the evaluation narrative and ratings for performance of objectives, critical behaviors and overall summary.

	Rating System
	
	
	
	
	
	

	1.  
	Did not meet plan & expectations
	4.
	Exceeded plan & expectations
	

	2.
	Partially achieved plan & expectations
	5.
	Far exceeded plan & expectations
	

	3.
	Achieved plan & expectations
	
	
	


	Performance of Objectives - Record the results for the objectives from your Plan.  You may add summary comments, in addition to the narrative already inserted in the Plan document.
	Self

1-5
	Supervisor

1-5

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	Average Overall Ratings  (Transfer the averages of the ratings to the summary evaluation)
	
	


	Critical Behaviors Ratings– Staff and supervisor each must complete. (See definitions below)
	Self

1-5
	Supervisor

1-5

	Achievement Motivation
	
	

	Continuous Learning/ Innovation
	
	

	Professionalism
	
	

	Teamwork/Collaboration
	
	

	Average Overall Ratings  (Transfer the averages of the ratings to the summary evaluation)
	
	

	
	
	

	
	
	


Employee Self-Evaluation: Please insert comments on your achievement of objectives and day to day performance:

Supervisor Evaluation: Please insert comments that describe the staff member’s overall achievements, quality of work product, and day-to-day performance.  Describe strengths and areas that need development.  Be sure to address the staff member’s future professional development.  This feedback should be the basis for next year’s plan.  

	Summary Evaluation


	Self Rating  1-5
	Supervisor/Associate Rating  1-5

	Performance of Objectives 
	
	

	Critical Behaviors 
	
	

	Overall Performance
	
	


