[image: image1.jpg]



ARCHDIOCESE OF MIAMI 

Office of Human Resources


Guide to Performance Appraisal     (Management-Level)
Annual Appraisal of Employee Performance:  An Important Component to the Mission
The process of evaluation of employee performance is an important part of fostering a culture of engagement in the mission. The continuous formation and development of our employees not only enhances their contribution to the mission; it contributes to their own personal and professional development as well. 
The Archdiocese of Miami Employee Handbook states: “To ensure that an employee performs at his/her best and that the good performance of the employee is properly recognized and reinforced, along with appropriate suggestions for improvement, when necessary, formal performance evaluation XE "performance evaluation" s are completed annually.”

Co-Workers in the Vineyard of the Lord, the USCCB’s pastoral guide for the development of lay ecclesial ministers, also cites the importance of an appraisal tool as part of a performance management process: “Documentation of honest and constructive feedback about deficiencies and subsequent steps for improvement is important, as is both formal and informal recognition of generous, Christ-centered, and effective service.” 
Lastly, Canon 231 of the Code of Canon Law cites the importance of employees doing their best for the sake of the mission:  “Lay persons who permanently or temporarily devote themselves to special service of the Church are obliged to acquire the appropriate formation required to fulfill their function properly and to carry out this function conscientiously, eagerly, and diligently.”

Guide to the Areas of Performance to Be Rated

Directions:  Examine the descriptions under each category and select the appropriate rating from the Rating Scale. The five-point scale allows you to distinguish a good employee who is competently performing her/his job as expected, from an employee who significantly performs beyond what is expected or, to a greater extent, is clearly outstanding (“extraordinary”) in the area. The “lesser” ratings distinguish a mediocre employee needing some improvement from an employee who is clearly unable or unwilling in the respective category. Selections of poorer ratings must be supported by narrative in the Comments section by listing clear examples and results that justify the rating selected. Comments should also justify the superlative ratings. Supervisors should be prepared to effectively communicate to the employee any distinctions between the standard and the actual performance by clearly illustrated examples. 
Categories

Each category describes a combination of desired traits, behaviors, and results for a management-level employee working for the Archdiocese of Miami entities. The descriptions under each category are examples only and not an exhaustive list. Some may or may not pertain to a specific position. 
1.  Competence in Functional Area
· Office or functional area operates efficiently and effectively with minimal service, compliance and operational issues and is respected by peers, employees and management.
· Maintains and demonstrates familiarity with requirements and expectations of the position and understands the procedures, process, practices, and technology needed to perform the job.
· Keeps knowledge and skills current with standards in field, including new technologies to achieve best results.
· Demonstrates understanding of how position relates to mission and effective operations of Archdiocese / parish / school.
· Some indicators of poor or unacceptable competence in functional area: Does not keep current with changes, trends, new research, compliance requirements, safety codes, etc. relative to area; has not pursued educational requirements assigned by supervisor; lets license(s) lapse; does not assess area/team results with a view to making needed changes; area works in isolation from other areas;  Poor implementation of new procedures, materials
2.  Leadership
· Inspires and motivates people on staff and those served in Archdiocese / parish / school, demonstrating enthusiasm and commitment to mission through faith, hope and charity.

· Builds trust through honesty, confidentiality, equity, transparency and consistency in actions. Avoids scandal, grumbling and divisiveness.

· Demonstrates ethical practice: integrates gospel values, subsidiarity, integrity and accountability throughout all organizational practices.

· Communicates vision and mission that is clearly linked to Archdiocesan / Catholic strategic objectives, with a particular emphasis on Disciples in Faith, Missionaries of Hope, the Pastoral Plan of the Second General Synod.

· Effectively leads change by planned communication, helping team and others adapt to change, and fostering commitment and teamwork during times of change.

· Uses positive feedback to motivate others; and feedback for improvement to help others improve performance.

· Maintains composure and a constructive attitude even in difficult times.

· Demonstrates willingness to make necessary but difficult decisions that may not be received well.
· Demonstrates high energy level, inspiring team and others to embrace the work required for the mission.

· Some indicators of poor or unacceptable leadership: Failure to communicate mission, vision, values to team; lack of transparency; does not foster culture of Gospel values, work ethic; does not inspire trust; avoids making / implementing difficult decisions and actions; does not plan, reactionary; weak ethical practice; fails to provide feedback for job well done as well as feedback for needed improvement; lacks enthusiasm, operates with inertia; disorganized    
3.  Ministerial Effectiveness  (use only for those managers who serve in ministerial leadership, such as Catechetical Leaders, Youth Minister, Liturgical Music Director, Adult Faith Formation Coordinator and other related)
· Effectively conveys the Church’s message, teaches the faith and carries out the Church’s mission in responsibilities.

· Demonstrates a personal relationship with Jesus Christ lived out through the Catholic Church.  

· Displays integrity as an authentic witness, acting in a manner consistent with the Gospel.

· Observes appropriate boundaries in ministry, respecting healthy relationships proper to the vocation of self and others.

· Acts inclusively of all, extending outreach to and interacting in a welcoming manner to the poor and marginalized among those served.

· Demonstrates sensitivity to the diverse cultural expressions proper to each culture.

· Fosters community through exercising the personal and communal virtues needed for holding individuals accountable, resolving conflicts, and working toward reconciliation.

· In the exercise of ministry, regularly engages in prayer and worship, catechesis and faith-forming activities and opportunities for continuing conversion. These include ongoing formation according to the USCCB Standards and Competencies for human, spiritual, intellectual, and pastoral growth, strengthening positive traits that foster ministerial effectiveness and lessening negative traits that hinder it

· Some indicators of poor or unacceptable ministerial effectiveness:  Lacks enthusiasm for the mission; weak in articulating the teaching of the Church; weak in proclaiming the kerygma; oversteps boundaries with others; does not invite others to par-ticipation; does not include prayer in meetings and events; lacks formation in the faith as well as human development; does not go out of the way to include diverse groups / marginalized persons; is reluctant to speak of Jesus Christ
4.  Focus on Client / Person Served
· Appropriately represents Archdiocese / parish / school with a service-oriented and positive demeanor, so that those served experience that their needs are addressed in the best manner possible

· Takes responsibility for customer satisfaction as a priority for team.
· Listens attentively and respectfully, maintaining focus on the needs of the person even in challenging situations.

· Demonstrates consideration to the next person to receive the job or task in the process.

· Removes barriers to customer service such as bottlenecks, redundancies, lack of options for people served by area.
· Some indicators of poor or unacceptable focus on client / person served:  Creates unnecessary redundancies and / or bottlenecks in processes; demonstrates impatience with others; Does not follow up with person served; lacks empathy when dealing with a dissatisfied person; does not try to find someone to help a person when the employee is not the person to provide assistance; does not intervene when there is an opportunity to help a dissatisfied person
5.  Delivers Results
· Establishes appropriate goals (for self and others) aligned with Archdiocese/parish/ school mission and holds people accountable.

· Builds partnerships to achieve outcomes, exploring alternatives and positions to reach outcomes that gain the support and acceptance of all parties involved.

· Uses systematic process to assess, develop, implement and evaluate programs and initiatives.

· Manages projects well, orienting planning toward meeting future goals, timelines and sustainability.

· Works with others to develop “best practices,” actively seeking feedback to improve results.
· Some indicators of poor or unacceptable results:  Does not hold self and others accountable for goals aligned with the mission; lacks systematic thinking and problem-solving; does not solicit input / feedback from others with expertise in their respective fields; does not build partnerships; does not set realistic deadlines; lacks good project management 
6.  Continuous Improvement
· Fosters continuous improvement; actively seeking new and better ways to improve processes and communication.

· Encourages innovation and creation of new programs if needed.

· Readily tackles projects or problems that require new ideas; improves processes in assigned area of responsibility.

· Takes initiative to improve processes that cross organizational lines.
· Some indicators of poor or unacceptable continuous improvement:  Does not address mediocrity; lacks systematic process for identifying, designing, developing and implementing solutions to problems and opportunities; habitually rejects others’ suggestions and ideas; does not solicit suggestions from others; discourages new ways of looking at issues; does not give credit to others for their contributions; does not evaluate solutions implemented
7.  Judgment and Decision-Making
· Judges and makes decisions and recommendations with good, sound reasoning and according to Church teaching and ethical principles.

· Weighs both sides of issues and/or costs and benefits to reach most appropriate decisions.

· Seeks appropriate consultation in making decisions.

· Analyzes and anticipates obstacles in order to identify best solutions.

· Breaks down problems into component parts to identify core issues.

· Exercises careful deliberation and avoids rash judgment when consequences are potentially grave.
· Some indicators of poor or unacceptable judgment:  Doesn’t include necessary parties / experts in decision-making—prefers to handle matters alone; does not investigate thoroughly; demonstrates bias toward one side; makes rash decisions; does not spend time in deliberation when needed; does not refer to Church teaching and ethical principles in decision-making; does not consider Catholic Social Teaching when applicable in a decision; does not think through consequences of decision; does not anticipate obstacles 
8.  Builds Relationships / Fosters Unity 

· Takes initiative in seeking to build positive productive relationships to support the achievement of Archdiocesan / parish / school goals. 

· Demonstrates commitment to foster and build unity.

· Actively solicits participation of all members of team.

· Demonstrates sensitivity to challenging diversity situations and takes measures to be as inclusive as possible. 

· Maintains focus on situations and finding solutions rather than blaming others.

· Works through conflicts and coaches others to work through and resolve conflicts.
· Demonstrates enthusiasm for engaging with colleagues, persons served, and those in authority.

· Works collaboratively, demonstrates value of teammates’ contributions
· Recognizes strengths, talents and gifts of others and articulates this

· Addresses people by their names

· Expresses appreciation to others for their contributions, thanking them

· Demonstrates respect for the dignity of those served and other employees. Refrains from gossip and divisiveness.

· Some indicators of poor or unacceptable relationship-building / unity:  Competes against others rather than work toward common goals; holds grudges; allows discord to simmer; lacks skill in conflict resolution; does not encourage others to work through conflicts and seek peace; Aloof towards others; does not treat everyone with the same disposition; engages in gossip; has difficulty collaborating with others; does not address people by name; is critical and/or condescending toward others; does not give credit to others for their contribution; places blame on others; 
9.  Stewardship 

· Recognizes and honors “The Widow’s Mite”: that the resources used are the contributions of the faithful.

· Manages budgets well; is fiscally responsible, maximizing value and avoiding waste in resource allocation.

· Includes cost-benefit analyses in decision-making.
· Helps others understand relationship between their performance and the good stewardship of resources.
· Protects proprietary and sensitive information entrusted to the office..
·  Some indicators of poor or unacceptable stewardship:  Practices are wasteful; does not manage budget well; pays bills late; inefficient / ineffective allocation of resources; pushes ideas/products/programs through without weighing cost; careless with proprietary and sensitive information; lacks awareness of consequences on others served/other offices when stewardship is poor; lacks formation in theology of stewardship, if applicable.
10.  Communication / Informs Necessary Parties
· Effectively communicates information with parties that need to know.

· Communicates easily with people at all functions and levels of the hierarchy, using proper protocols and responding in a timely manner.

· Communicates problems, issues, and ideas with clarity, asking questions when not comprehending message.

· Tailors message and media for appropriate audience, ensuring that the audience understands the message.

· Uses respectful and appropriate language, good grammar and good spelling in oral and written communication.
· Presents well in front of a group.

· Uses systematic communication strategies for initiating change.

· Some indicators of poor or unacceptable communication:  Does not plan communication strategies; lacks communication with staff and / or constituents; does not apprise appropriate parties of information and in timely manner; poor grammar, spelling, diction; written communication is unorganized or not tailored to recipient audience; carless choice of words; poor choice of appropriate media (e.g., texting information that should be saved in an e-mail); failure to seek clarification when not understanding; uses information for inappropriate reasons (i.e., personal gain, to blame others; gives imprecise directions
11.  Talent Management  (use only for those managers who supervise others)
· Develops a solid team within area of responsibility. Fosters and rewards good teamwork.
· Demonstrates the value of diversity in hiring, and other employment decisions, ensuring that team is representative of Archdiocesan entities served.

· Helps staff and others meet both performance expectations and developmental goals through coaching and generativity.

· Analyzes developmental needs and selects coaching, assignment of projects and tasks, training and skill-building opportunities for improvement of team.
· Fosters continuous improvement, continuous learning, and continuous formation of staff.

· Resolves conflicts in team and works to minimize situations of potential conflict.

· Some indicators of poor or unacceptable talent management:  Does not give effective feedback to employees or those on functional team; avoids addressing conflicts; does not develop staff; discourages staff who pursue career development / advancement; does not acknowledge staff contributions when credit is given for good work; does not hold staff accountable; settles for mediocrity in staff; does not do the hard work of assigning stretch goals and coaching staff to meet them
12.  Job-Related Category:  ___________________________________________________________
· ____________________________________________________________________________.

· ____________________________________________________________________________.

· ____________________________________________________________________________.

· ____________________________________________________________________________.

· Some indicators of poor or unacceptable _________________:  
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