Staff Review 2006

Instructions

The Sections
There arefour sectonsin the 2006 review form.

I Section 1: Some Practical Observations
Providesthe opportunity for supervisors to evaluate and discuss performarcein 8 badc areas

I Section 2: Success Achieving My Goals
Providesthe opportunity for you and your supervisor to evaluate progress toward the goals ard
acion plans you setfor 2006.

I Section 3: Other Achievements or Opportunities for Improvement
Progress toward your goals doesOalways tell the whole story. You may have experiencedsome
realy positive things or you may have run into problems or challergesthat were totally
unexpected Section 3 letsyou tell those stories

I Section 4: Goals & Actions Plans for Next Year
Thisis where you egahlish the foundation for your work for 2007. These Goals & Action Plars
will provide the badgs for next yearOseview.

The Process

Thereview form is desgnedto be partially completed by you AND your supervisor before your review
meetng actually takesplace.

1.

Whenyou receive your first email verson of the form (and if you participatedin a Staff Review lag
year)your goals from lag yeaOgeview will alread/ be enteredin the 2006 GOALS and ACTION
PLANS coumns of SECTION 2. If you did not participatein areview lad year, this secion may
simply say ONot Applicalle This Year.O

If your goals are not correctwhenyou receive your form, please contact Ken Warrenimmedately.

You aretofill in

¥the PROGRESS columnin Secton 2,

¥the ACHIEVEMENTS OR OPPORTUNITIES FOR IMPROVEMENT in Section 3, ard

¥the GOALS AND ACTION PLANS FOR 2007 columnsin Secton 4.

(By the way, the input spaceson the form are dedgnedto expand astext is ertered therefore, your
form may grow in length--number of pages-as your regonsesarerecaded.)

The form should thenbe SAVED, (but be sure to readthe following instructions before saving.)
CAUTION: If you have operedyour form directy from the Outlook file attachmert, DO NOT USE the
SAVE command whenyou save your workN use the SAVE AS command to be sure the file is properly
savedin a location at which you will be able to find it later. Please use the original file name eachtime
you saveit.

4. Serd acopy of the completedform asanEMAIL ATTACHMENT to your Supervisor.

The Supervisor will thenadd remarksin the PRACTICAL OBSERVATIONS categoriesin SECTION
1 and include any additional observations he/she maywish in Sectons 2, 3 ard 4.

The Supervisor should then SAVE the form (see SAVE ASinstructionsin step3) and PRINT OUT a
copy to use atthe time of the scheduledreview. Thisis the copy that both staff memberswill sign when
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thereview is complete. The completedsigned copy AND the completed Word documert areto be
turnedin to Ken WarenOoffi ce whenthe review process is complete.

7. Whenthe review is complete the supervisor or the staff member should include in the Word verson of
the review form any changesthat mayhave beenmack in the course of the review meeing and then
SAVE and EMAIL acopy of the final form to Ken Warren

8. Whenthe proces is complete, Kenwill have received both
¥ a Signed Printed COPY of thereview form, and
¥ acompleted WORD FILE of the final verson of the form.

The Schedule
STEP 1 - Friday * July 7

Y ou should receive your personalizedReview Form by email on or before July 7. Whenyou
receive your form, begn completing your portion of Section 2,3 & 4

STEP 2

Email a copy of your Review Form to your supervisor. Your partof Secion 2, 3 & 4 should be
complete.

Supenvising staff membersbegn completing Section 1, add any additional commerts you wish to
Sectons 2, 3 & 4, AND begn scheduling Review Confererceswith each staff member assoon as
you begn receiving their forms.

STEP 3 - Friday * September 1

All review conferencesshould be complete and all signedhardcopy Review Formsand Final
Versions of the complete Word file review form for each staff member should be in KenWarrenOs
offi ceon or before 5:00 p.m. Seggember 1.
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Section 1
Some Practical Observations:

Supervisor, in just a few short sentences (no more than 3-5), please describe how this staff member demonstrates
strengths, recent growth and/or a need for improvement in each of these categories.
(Please respond in the white areas below. The areas will expand to accommodate the length of your observations.)

COMMUNICATION: (Clearly expressing, actively receiving and effectively applying information)

TEAMWORK: (Collaborating with others to accomplish unified purposes)

LEADERSHIP: (Providing direction, guidance and encouragement to others)

CREATIVITY: (Imagining new strategies, designing new solutions, and adapting to capitalize on new challenges)

RESPONSIBILITY: (Trustworthiness; accountability)

SELF-MOTIVATION: (Inspires themsel ves to action)

ATTITUDE: (Characteristic manner in which beliefs, values and actions are expressed)

POTENTIAL FOR GROWTH: (Areasin which there seems to be the greatest opportunity for growth or improvement)
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Section 2

Success Achieving My Goals

2006 Goals

Action Plans

Progress
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Section 3
Other Achievements or Opportunities for Improvement

Many accomplishments and challenges fall outside the scope of formal goals and action plans. In the columns below,
share the most significant Achievements and Challenges you experienced in your ministry this year

(Insert as many additional rows as you need.)

Achievements Challenges
Thisreally went well . . . Thisdidn't go so well . . .
| amproud of . .. | was disappointed by . . .
| have been pleasantly surprised by . . . | really need to workon . . .
| have been the most effective. . . If | could do this over again | would . . .
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Section 4
Goals & Action Plans for Next Year

(Insert as many additional rows as you need.)

Goals Action Plans
For 2007 For Achieving Those Goals

Additional Observations and Recommendations:

Date Date
Staff Member Signature Reviewer Signature
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