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Performance Feedback Worksheet (PFW)
PURPOSE:  This worksheet is a tool designed to serve a three-fold purpose and is not intended to be reviewed by the employee being evaluated. 

1) For the evaluating managers to gather feedback from others regarding the employee they are evaluating.

2) For the evaluating managers to use to assess & summarize their personal observations in preparation for completing the evaluation form and rating competencies.
3) For managers/supervisors being evaluated to use as a tool in completing their self-evaluation.

DIRECTIONS: This worksheet has been designed to be completed electronically.  Place your cursor on the first field: “Name of Employee”, type the information and tab through to the next field.  To select a box, click on it with your mouse. When this worksheet is initially opened save it as something else, e.g.: “Joe Green Eval Input”, so it can be reused as a template.
If you are asked to complete this form, be assured that the information you provide on this Feedback Form is Confidential.  The evaluating manager will consider your responses and may incorporate into the final draft of the evaluation as deemed appropriate.  
	Name of employee:      
	Job Title:      
	Supervisor’s Name:      

	Name of person providing input:       

	Relationship to employee:
	Self
 FORMCHECKBOX 

	Supervisor
 FORMCHECKBOX 

	Peer

 FORMCHECKBOX 

	Direct Report
 FORMCHECKBOX 


	Directly interacts with employee:
	Daily
 FORMCHECKBOX 

	Weekly

 FORMCHECKBOX 

	Occasionally
 FORMCHECKBOX 

	Rarely

 FORMCHECKBOX 



RATING CRITERIA
	1.
MEETS and/or EXCEEDS EXPECTATIONS some or all Performance Competency Criteria

	2.
REQUIRES IMPROVEMENT: Some areas of Performance Competency Criteria require improvement.

	3.
DOES NOT MEET EXPECTATIONS: Performance is unacceptable and not up to the standards required for the job. Does not meet the Performance 
Competency Requirements.

	4.
N/A – Not applicable to this manager or no visibility to performance in this area.


	
1.  Performance Competency Criteria - COMMUNICATION / INTERPERSONAL SKILLS



RATINGS

	1
	2
	3
	4. N/A

	· Employs effective, attentive listening skills.  ………………………………………………………………………………………………………
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Writes clearly and concisely with regard for the audience.  …………………………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Keeps others informed: passes down and shares appropriate information with supervisors, colleagues, employees, faculty, and students (if applicable) in a timely manner.  ………………………………………………………………………………………………………
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Uses effective oral expression that is responsive to the situation and to the needs of the listeners.  ……………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Seeks and considers others’ ideas on issues that affect them.  ………………………………………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Facilitates effective communication within the college by responding in a timely manner to emails, phone messages and other correspondence.  …………………………………………………………………………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Collaborates with peers, staff, other departments, faculty and students.  …………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Is accessible and responsive to others in the discussion of problems and concerns.  ………………………………………………………
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Interacts effectively and supports individuals from diverse backgrounds.  ……………………………………………………………………
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Uses discretion in the handling of confidential or sensitive information.  ……………………………………………………………………...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Demonstrates honesty, integrity, sincerity and mutual respect.  ……………………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Accepts constructive criticism.  …………………………………………………………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	COMMENTS:       FORMTEXT 

     
 




	
2.  Performance Competency Criteria - LEADERSHIP / MANAGERIAL SKILLS




RATINGS

	1
	2
	3
	4. N/A

	· 

Facilitates group effort and teamwork toward achieving goals and objectives. …….
………………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 

Supports individual professional development of staff.
………………………………………………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 

Promotes employee development through ongoing communications and regular, thoughtful evaluations.  ……
………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
Provides timely, constructive feedback for the purpose of improving performance when warranted.
…………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
Delegates responsibility with clarity and authority. ………………………………………………………………………………………………
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
Leads by example and serves as an ethical role model.
  ………………………………………………….
…………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Remains visible and approachable and interacts with others on a regular basis. ……………………………………………………………
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Recognizes and utilizes the innate abilities of staff and associates.  ………………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Makes effective employee hiring decisions.  ……………………………………………………………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Provides growth opportunities for staff.  …………………………………………………………………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Facilitates and supports staff’s efforts to succeed.  ……………………………………………………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Supports teamwork and cooperation through open and honest communication.  ………………………………………………………….. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Promotes an environment that supports the mission, values and goals of the college.  …………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	COMMENTS:       



	
3.  Performance Competency Criteria -  ADMINISTRATIVE / TECHNICAL SKILLS




RATINGS

	1
	2
	3
	4. N/A

	· 

Effectively defines, prioritizes, and organizes relevant issues and data.  ……………………………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 

Solve problems and makes decisions in a fair and timely manner.  …………………………………………………………………………...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 

Seeks and uses input from stakeholders when making decisions. …………………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
Shows creativity and originality in problem solving.  …………………………………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
Generates options and evaluates short and long term consequences of decisions.  ………………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· When appropriate, modifies decisions based on new information.  ……………………………………………………………………………
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Accepts responsibility for decisions and follow up on agreements and commitments.  ……………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 

Possesses current professional/technical skills and job knowledge.  ………………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 

Uses technology where appropriate to improve effectiveness, efficiency and productivity.  ………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 

Demonstrates skill and foresight in planning and budgeting.  …………………………………………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
Complies with district policies and procedures.  ………………………………………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Initiates ideas and works towards improving policies and procedures. .……………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
Uses resources efficiently and effectively.  ……………………………………………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	COMMENTS:  



	
4.  PERFORMANCE COMPETENCY CRITERIA - OVERALL PERFORMANCE COMPOSITE



RATINGS

	1
	2
	3
	4. N/A

	· 

Understands the nature and duties of the position held.  ……………………………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 

Effectively performs the duties of the position held.  …………………………………………………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 

Completes tasks in a timely and professional manner.  …………………………………………………………………………………………
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
Sets appropriate goals and accomplishes the goals.  …………………………………………………………………………………………...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
Creates initiatives and follows them through to completion.  …………………………………………………………………………………...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Actively participates in exemplifying and promoting the mission and values of the district:
	
	
	
	

	· STUDENTS FIRST - Demonstrates the focal point of decision making and resource allocation is based upon student success.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· EXCELLENCE - Demonstrates by continual self-assessment, evaluation, and professional development, resulting in providing quality education, programs and services.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· RESPECT - Demonstrates a willingness to engage openly and considerately with one another’s ideas, philosophies and perspectives.  ……………………………………………………………………………………………………………………………………...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· DIVERSITY IN COMMUNITY - Demonstrates an appreciation for individual attributes, capabilities and differences, and fosters the collaboration and social responsibility that create a vital institution.  ………………………………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· COMMUNICATION - Demonstrates professionalism in interactions and cultivates an open, friendly environment of fairness and integrity.  ……………………………………………………………………………………………………………………………………………
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· ACCOUNTABILITY - Demonstrates, as a responsible steward of the public trust, the effective use of resources to fulfill the mission and obligations of the college.  ………………………………………………………………………………………………………...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	COMMENTS:  



 (Read if your input has been solicited): I understand that I am providing this feedback in confidence and that the evaluating manager may filter and incorporate some of the feedback into the final draft of the written evaluation.
_______________________________________


Print Name of person providing input




_________________________________________
________________________

Signature of person providing input /


Date

Self evaluator
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