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ARCHDIOCESE OF MIAMI 

Office of Human Resources


Guide to Performance Appraisal     (NON-Management)
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 non-management 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.  Position Knowledge and Skills
· Maintains and demonstrates familiarity with requirements and expectations of the position and understands the procedures, processes, and practices needed to perform the job.

· Demonstrates understanding of how position relates to others in work area and entity of service.

· Keeps knowledge and skills current with standards in field; actively seeks learning opportunities to do so.
· Guides and trains others

· Learns and uses new technologies to achieve best results.
· Some indicators of poor or unacceptable knowledge and skills:  Insufficient preparation for position, frequently needs instructions and/or inordinate supervision, improper use of equipment, does not keep current with changes in job procedures; does not keep current with technological developments needed for the position

2.  Work Quality
· Completes work thoroughly and accurately, resulting in minimal adjustments and/or revisions.

· Monitors and evaluates own work to ensure quality:  systematically reviewing, testing, checking, and proofreading.

· Accepts feedback willingly and makes efforts to improve.
· Keeps work and work area neat, clean and safe according to expectations of the position.
· Helps others on team to succeed, pursuing a team approach to achieve the best results.

· Some indicators of poor or unacceptable quality: Inconsistency in quality, not thorough, does not think through processes, does not proofread / check work, lacking in attention to detail, lacks effort in improvements, requires more than expected edits or re-do’s, exceeds acceptable errors, does not apply feedback  
3.  Focus on Client / Person Served
· Appropriately represents Archdiocese / parish / school with a service-oriented and positive demeanor so all persons served experience that their needs are addressed in the best manner possible; takes responsibility that the person served is treated in a dignified manner.
· Listens attentively, respectfully, patiently, and empathetically, maintaining focus on the needs of the person served even in challenging situations.

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

· Openly shares information with others and works to find solutions that benefit all parties involved.
· Some indicators of poor or unacceptable customer service:  Transfers and drops calls without notifying the recipient; does not follow up with person served; demonstrates impatience; 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 look for opportunities to serve; displays negative outlook for sullen demeanor
4.  Productivity
· Produces desired amount of work and results, working diligently to accomplish assignments and tasks.

· Manages time well, understanding priorities, completing assignments on schedule and keeping efforts devoted to work.

· Demonstrates determination in tackling goals, objectives and assignments.

· Maintains focus on productivity goals of entire team and not just self
· Some indicators of poor or unacceptable productivity:  Wastes time; unable to increase pace or workload when needed; does not meet deadlines; works at an unacceptably slow pace; manages time poorly; gives up easily; easily distracted; rushes through assignments too quickly, requiring re-doing assignment
5.  Flexibility
· Adjusts to changes in needs, priorities and structure of office, organization, or position, while maintaining effective output.

· Accepts additional assignments willingly and unhesitatingly.

· Reviews priorities and is unafraid to ask questions to clarify priorities.
· Some indicators of poor or unacceptable flexibility:  Resistance to change; negativity in the face of change; difficulty in concentration; dismisses new ideas; demonstrates frustration at interruptions; loses patience when interrupted; resistance to new technology; insistence on the old ways of doing things when change is introduced; instigates others on team to resist change; lack of enthusiasm for new priorities; protests at new assignments without asking clarifying questions
6.  Initiative / Continuous Improvement
· Takes action to get things done, responding quickly to problems that arise; a self-starter who seeks additional tasks.
· Uses innovative approaches to seek solutions.
· Contributes to developing and implementing new ideas and improvements in processes.

· Anticipates problems that may arise and takes or suggests measures to prevent them.
· Some indicators of poor or unacceptable initiative:  Goes through the motions; fails to seek new learning opportunities; entitlement attitude; gives up easily; has to be prodded to try something new or apply a new learning; poor use of “down time”; inertia
7.  Dependability
· Keeps absences, tardiness and breaks within established guidelines.

· Is reliable and accountable for her/his work; eagerly cooperates when needed.
· Meets deadlines and priorities and completes assignments and projects on time.
· Demonstrates stewardship of the resources of the Archdiocese / parish / school.

· Some indicators of poor or unacceptable dependability:  Doesn’t deliver on commitments without apprising manager of difficulties in meeting deadlines; goes through the motions half-heartedly; more than acceptable amount of tardiness and breaks; “disappears” without supervisor aware of whereabouts; has to be reminded of deadlines and priorities; takes unauthorized absences; Monday-itis/Friday-itis
8.  Builds Relationships / Fosters Unity 

· 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

· Addresses conflicts, does not shy away from working through differences in a respectful manner
· Values diversity and makes efforts to include others of diverse backgrounds
· 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:  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; is impatient with others and cuts them off; does not give credit to others for their contribution; places blame on others; conflictive, unwilling to reconcile differences; holds grudges; uncooperative
9.  Adherence to Guidelines and Acting with Professionalism 

· Demonstrates support of the mission and tenets of the Archdiocese / parish / school and positive attitude toward entity where employee serves.

· Demonstrates respect for authority; inspires trust and respect from others.
· Admits mistakes with frankness.
· Adheres to policies and procedures established in the entity and office / position.

· Follows guidelines on dress code, wearing appropriate (including safety, if required) attire. 

· Maintains effectiveness and professionalism under pressure. 
· Follows procedures established for safety and security. Reports unsafe conditions.

· Protects confidential information.
·  Some indicators of poor or unacceptable adherence to guidelines and acting with professionalism:  Ignores the dress code; disrespectful of authority; does not take responsibility for mistakes; not serious about the mission; unprofessional under pressure; does not accept feedback willingly; careless with safety, security and other procedures; neglectful of custody of others’ personal information; does not report unsafe conditions; divulges confidential information to parties not privy to it.
10.  Communication / Informs Necessary Parties
· Maintains open lines of communication with supervisor, escalating issues appropriately and responding in a timely manner.

· Communicates problems, issues, instructions and ideas with clarity.

· Asks clarifying questions when not comprehending message.
· Tailors message and media for appropriate audience, ensuring that the audience understands the message.
· Exercises good judgment in selection of communication technologies; strives to keep abreast of communications technologies best suited for job
· Uses respectful and appropriate language, good grammar and good spelling in oral and written communication.

· Some indicators of poor or unacceptable communication:  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); misunderstands directions; gives imprecise directions
11.  Job-Related Category:  ___________________________________________________________
· ____________________________________________________________________________.

· ____________________________________________________________________________.

· ____________________________________________________________________________.

· ____________________________________________________________________________.

· Some indicators of poor or unacceptable _________________:  
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