	EMPLOYEE PERFORMANCE EVALUATION



	EMPLOYEE INFORMATION

	NAME:       
	JOB TITLE:       

	SUPERVISOR:       
	PERIOD OF REVIEW:       

	PARISH, SCHOOL OR AGENCY:       
	REVIEW DATE:       

	
	

	Have any functions of the position changed since the last review?   FORMCHECKBOX 
  YES       FORMCHECKBOX 
  NO

(If yes, please attach a revised job description with signature of employee and supervisor.)



	EMPLOYEE GOALS/OBJECTIVES FOR LAST REVIEW PERIOD
Employee Self-Assessment Section 


	What was the objective, and to what extent was it achieved?

OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       

 FORMCHECKBOX 
  Fulfilled
                           FORMCHECKBOX 
  Partially Fulfilled
              FORMCHECKBOX 
  Not Fulfilled

COMMENTS:       


	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       

 FORMCHECKBOX 
  Fulfilled
                           FORMCHECKBOX 
  Partially Fulfilled
              FORMCHECKBOX 
  Not Fulfilled 
COMMENTS:       


	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       

 FORMCHECKBOX 
  Fulfilled
                           FORMCHECKBOX 
  Partially Fulfilled
              FORMCHECKBOX 
  Not Fulfilled
COMMENTS:       



	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       

 FORMCHECKBOX 
  Fulfilled
                           FORMCHECKBOX 
  Partially Fulfilled
              FORMCHECKBOX 
  Not Fulfilled
COMMENTS:       


	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       

 FORMCHECKBOX 
  Fulfilled
                           FORMCHECKBOX 
  Partially Fulfilled
              FORMCHECKBOX 
  Not Fulfilled
COMMENTS:       



	EMPLOYEE GOALS/OBJECTIVES FOR LAST REVIEW PERIOD
Supervisor Assessment Section 



	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       

 FORMCHECKBOX 
  Fulfilled
                           FORMCHECKBOX 
  Partially Fulfilled
              FORMCHECKBOX 
  Not Fulfilled 
COMMENTS:       


	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       

 FORMCHECKBOX 
  Fulfilled
                           FORMCHECKBOX 
  Partially Fulfilled
              FORMCHECKBOX 
  Not Fulfilled
COMMENTS:       


	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       

 FORMCHECKBOX 
  Fulfilled
                           FORMCHECKBOX 
  Partially Fulfilled
              FORMCHECKBOX 
  Not Fulfilled
COMMENTS:       


	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       

 FORMCHECKBOX 
  Fulfilled
                           FORMCHECKBOX 
  Partially Fulfilled
              FORMCHECKBOX 
  Not Fulfilled
COMMENTS:       


	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       

 FORMCHECKBOX 
  Fulfilled
                           FORMCHECKBOX 
  Partially Fulfilled
              FORMCHECKBOX 
  Not Fulfilled
COMMENTS:       

	


	KEY FOR RATINGS
Outstanding:                    Consistently exceeds expectations, has made many significant contributions to the organization.

	Above Expectations: 
Often exceeds expectations, fully competent, no deficiencies in important responsibilities.

Meets Expectations:  
Meets the requirements of the job consistently; may exceed them on occasion.

Needs Improvement:  
Satisfies some job requirements, but does not consistently meet expectations in some major job areas.

Unsatisfactory:               Routinely fails to meet standards and expectations.




	EMPLOYEE PERFORMANCE IN KEY AREAS
Employee Self-Assessment Section
Attention: You must include comments in the section provided below to justify your corresponding rating selected. Failure to provide comments will require your supervisor to send the form back to you so you can add in your comments.



	MISSION AND CATHOLIC IDENTITY:  
1. The school and the employees are guided and driven by a clearly communicated mission statement, Catholic identity rooted in Gospel values, and the sacramental life of the Church and the liturgical seasons, and are committed to faith formation, academic excellence, and service.
· the mission statement includes the commitment to Catholic identity
· the mission statement as the foundation and normative reference for all planning
· shareholders regularly review the school’s mission statement
· the mission statement is clearly visible in public places and in official documents
· students and staff can articulate, explain and live the school’s mission
Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory 
2. Ensures that the school is adhering to mission by providing a rigorous academic program for religious studies and catechesis in the Catholic faith, set within a total academic curriculum that integrates faith, culture, and life.
· the school’s religion classes and religious education curriculum meet the requirements of the Diocese of Sacramento

· the Education in Virtue program is implemented in various aspects of school life

· Catholic faith, the lenses of Scripture, Catholic intellectual tradition, and culture are integrated throughout the school’s curriculum, programming, and environment
· faculty who teach religion, and all contracted employees, meet the religious certification requirements of the Diocese of Sacramento 

Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory 
3. Ensures that the school is adhering to mission by providing opportunities within and outside the classroom for student faith formation, participation in liturgical and communal prayer, and action in service of social justice.
· timely, regular, and age-appropriate opportunities are provided within and outside the classroom for student faith formation, participation in liturgical and communal prayer, and action based on Catholic social teachings.
· theory and practice of the Church’s social teachings are essential elements of the students’ experience

· regular opportunities are provided for developing and strengthening collaborations with parishes and other Catholic institutions and organizations.
Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory 
4. Ensures that the school is adhering to mission by providing opportunities of adult faith formation and action in service of social justice.
· employees and parents have opportunities to grow in their faith through spiritual experiences and service of social justice

· all faculty and staff visibly supports the faith life of the school community

Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory 


	GOVERNANCE AND LEADERSHIP: 
1. Works effectively with the diocese, the school’s pastor, the school’s Regional Director, the school’s Leadership Team and CSAC, within the context of mutual respect and recognition of legitimate authority, to exercise responsible decision-making for the development and oversight of the school‘s fidelity to mission, academic excellence, and operational vitality.
· maintains a relationship with the Bishop through respect for his legitimate authority

· maintains a constructive and communicative relationship with the Catholic School Department

Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory

2.  Leads the school administratively while implementing the school’s mission and vision.
· Models personal and professional ethics, respect, integrity, justice, and fairness

· Sustains a safe, efficient, clean, well maintained, and productive school environment that nurtures student learning
· Maintains accreditation standards in compliance with WCEA 

· Aligns fiscal, human, and materials resources to support the learning of all students

· Supervises and documents evaluations of personnel in a professional, thorough and consistent manner
· Demonstrates skills in decision-making, problem solving, change management, planning, conflict management and evaluation
· Implements and supports the Catholic School Department initiatives
· Attends and participates in diocesan principal and committee meetings and ensures school participates in a variety of diocesan sponsored student events
· Assures prompt submission of reports and information as required by the Catholic School Department
· Responds quickly to emails and phone calls

· Prepares and submits an accurate budget in a timely manner to the Catholic School Department and reviews the budget monthly in order to project future balances
· Maintains up-to-date personnel files
· Is aggressive in securing Title funds to support academic program
· Ensures self and staff are fully compliant with Safe Environment and Lay Personnel requirements.
· Works with the diocese in order to create an effective talent and succession plan for all teachers
· Works collaboratively (as needed) to make decisions in a timely manner
· Manages conflict effectively
Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory



	ACADEMIC EXCELLENCE:  
1. Ensures the school has a clearly articulated rigorous curriculum, aligned with Gospel values, Diocese of Sacramento academic standards, and the school’s SLEs, implemented through effective classroom instruction by qualified faculty and staff.
· Shapes a culture in which high expectations are the norm for each teacher and student, as evident in rigorous, standards based academic work
· All subjects include the integration of religious, spiritual, moral and ethical dimensions of learning

· Fully supports and coaches the integration of Standards Referenced Grading

· Prepares students to become proficient and ethical users of technology

· Oversees classroom instruction assuring that students with diverse needs and capabilities are being accommodated as fully as possible

· Develops, reviews, implements and fosters the Schoolwide Learning Expectations in connection with the Mission/Philosophy of the school

· Demonstrates knowledge of the standards-based curriculum and the ability to integrate and articulate programs throughout the grades

· Guides and supports PLCs consistent with improving the effectiveness of curriculum and instruction to result in high levels of student achievement

· Faculty and staff are engaged in high quality professional development that supports student learning

Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory
2. Ensures the school uses school-wide assessment practices to document student learning and program effectiveness, to improve student performance, to make student performance transparent, and to inform the continuous review of the curriculum and the improvement of instructional practices.
· Utilizes multiple assessments to evaluate student learning in an ongoing process focused on improving the academic performance of each student
· Utilizes multiple data sources to inform curricular decisions and intervention programs
· Formally monitors and assesses faculty performance

· Faculty collaborates in PLCs to monitor and analyze individual and classwide student learning

· Utilizes the school’s Data Inventory 

Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory

3. Ensures the school provides programs and services aligned with its mission to enrich the academic program and support the development of student and family life.
· Provides school-wide program opportunities for parents and guardians to partner with school leaders and other parents to enhance the educational experiences for the school community

· Provides school services that assist with students’ Social Emotional Learning

· Provide students with co-curricular and extra-curricular activities outside the classroom to develop their gifts and talents, and enhance their spiritual, creative, aesthetic, social/emotional, and physical capabilities.

Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory


	OPERATIONAL VITALITY:  
1. Develops a feasible three to five-year financial plan that includes both current and projected budgets and is the result of a collaborative process that emphasizes faithful stewardship.
· works closely with the CSD’s SFO and school’s bookkeeper

· Strengthens the school through the establishment of community, business, institutional and civic partnerships

· Communicates to all shareholders the actual cost per child of educating compared to tuition collected

· Long term planning regarding tuition assistance

Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory
2. Ensures the school operates with a healthy staff morale, in accord with a current employee manual and in compliance with Diocese of Sacramento Lay Personnel policies.
· Evidence of rapport, availability and proactive relationship building with Pastor
· Provides regular scheduled faculty and curriculum meetings
Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory

3. Works with appropriate personnel and committees to develop and maintain a budget for facilities and equipment, and has a technology plan designed to continuously support the implementation of the educational mission of the school.
· The school’s budget supports facilities, equipment, and technology management to guarantee the delivery of the educational program of the school, with specific funds for capital improvements, depreciation, and replacement

Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory

13. Develops and enacts a comprehensive plan for institutional advancement, based on a compelling mission, through communications, marketing, enrollment management, and development.
· Continues to work with the school’s advancement director to increase or stabilize enrollment and to utilize effective marketing strategies to maximize exposure of the school
· Communicates openly and regularly with the school community and Parish
· Makes and communicates decisions based upon relevant data and research about effective teaching and learning, leadership, and management practices
· Utilizes surveys to ensure and measure parent, student, and staff satisfaction
· Key strategies are in place to identify and grow significant funding prospects, including alumni

Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory



	SUMMARY


	When providing comments, consider your overall achievement of results against objectives, key issues from the above sections, and strengths vs. potential improvements.

Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory



	EMPLOYEE PERFORMANCE IN KEY AREAS
Supervisor Assessment Section 

Attention: You must include comments in the section provided below to justify your corresponding rating selected. Failure to provide comments will require your supervisor to send the form back to you so you can add in your comments.



	MISSION AND CATHOLIC IDENTITY:  

1. The school and the employees are guided and driven by a clearly communicated mission statement, Catholic identity rooted in Gospel values, and the sacramental life of the Church and the liturgical seasons, and are committed to faith formation, academic excellence, and service.
· the mission statement includes the commitment to Catholic identity
· the mission statement as the foundation and normative reference for all planning
· shareholders regularly review the school’s mission statement
· the mission statement is clearly visible in public places and in official documents
· students and staff can articulate, explain and live the school’s mission
Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory 

2. Ensures that the school is adhering to mission by providing a rigorous academic program for religious studies and catechesis in the Catholic faith, set within a total academic curriculum that integrates faith, culture, and life.
· the school’s religion classes and religious education curriculum meet the requirements of the Diocese of Sacramento

· the Education in Virtue program is implemented in various aspects of school life

· Catholic faith, the lenses of Scripture, Catholic intellectual tradition, and culture are integrated throughout the school’s curriculum, programming, and environment
· faculty who teach religion, and all contracted employees, meet the religious certification requirements of the Diocese of Sacramento 

Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory 

3. Ensures that the school is adhering to mission by providing opportunities within and outside the classroom for student faith formation, participation in liturgical and communal prayer, and action in service of social justice.
· timely, regular, and age-appropriate opportunities are provided within and outside the classroom for student faith formation, participation in liturgical and communal prayer, and action based on Catholic social teachings.
· theory and practice of the Church’s social teachings are essential elements of the students’ experience

· regular opportunities are provided for developing and strengthening collaborations with parishes and other Catholic institutions and organizations.
Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory 

4. Ensures that the school is adhering to mission by providing opportunities of adult faith formation and action in service of social justice.
· employees and parents have opportunities to grow in their faith through spiritual experiences and service of social justice

· all faculty and staff visibly supports the faith life of the school community

Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory 



	GOVERNANCE AND LEADERSHIP: 

1. Works effectively with the diocese, the school’s pastor, the school’s Regional Director, the school’s Leadership Team and CSAC, within the context of mutual respect and recognition of legitimate authority, to exercise responsible decision-making for the development and oversight of the school‘s fidelity to mission, academic excellence, and operational vitality.
· maintains a relationship with the Bishop through respect for his legitimate authority

· maintains a constructive and communicative relationship with the Catholic School Department

Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory

2.  Leads the school administratively while implementing the school’s mission and vision.
· Models personal and professional ethics, respect, integrity, justice, and fairness

· Sustains a safe, efficient, clean, well maintained, and productive school environment that nurtures student learning
· Maintains accreditation standards in compliance with WCEA 

· Aligns fiscal, human, and materials resources to support the learning of all students

· Supervises and documents evaluations of personnel in a professional, thorough and consistent manner
· Demonstrates skills in decision-making, problem solving, change management, planning, conflict management and evaluation
· Implements and supports the Catholic School Department initiatives
· Attends and participates in diocesan principal and committee meetings and ensures school participates in a variety of diocesan sponsored student events
· Assures prompt submission of reports and information as required by the Catholic School Department
· Responds quickly to emails and phone calls

· Prepares and submits an accurate budget in a timely manner to the Catholic School Department and reviews the budget monthly in order to project future balances
· Maintains up-to-date personnel files
· Is aggressive in securing Title funds to support academic program
· Ensures self and staff are fully compliant with Safe Environment and Lay Personnel requirements.
· Works with the diocese in order to create an effective talent and succession plan for all teachers
· Works collaboratively (as needed) to make decisions in a timely manner
· Manages conflict effectively
Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory



	ACADEMIC EXCELLENCE:  

1. Ensures the school has a clearly articulated rigorous curriculum, aligned with Gospel values, Diocese of Sacramento academic standards, and the school’s SLEs, implemented through effective classroom instruction by qualified faculty and staff.
· Shapes a culture in which high expectations are the norm for each teacher and student, as evident in rigorous, standards based academic work
· All subjects include the integration of religious, spiritual, moral and ethical dimensions of learning

· Fully supports and coaches the integration of Standards Referenced Grading

· Prepares students to become proficient and ethical users of technology

· Oversees classroom instruction assuring that students with diverse needs and capabilities are being accommodated as fully as possible

· Develops, reviews, implements and fosters the Schoolwide Learning Expectations in connection with the Mission/Philosophy of the school

· Demonstrates knowledge of the standards-based curriculum and the ability to integrate and articulate programs throughout the grades

· Guides and supports PLCs consistent with improving the effectiveness of curriculum and instruction to result in high levels of student achievement

· Faculty and staff are engaged in high quality professional development that supports student learning

Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory

2. Ensures the school uses school-wide assessment practices to document student learning and program effectiveness, to improve student performance, to make student performance transparent, and to inform the continuous review of the curriculum and the improvement of instructional practices.
· Utilizes multiple assessments to evaluate student learning in an ongoing process focused on improving the academic performance of each student
· Utilizes multiple data sources to inform curricular decisions and intervention programs
· Formally monitors and assesses faculty performance

· Faculty collaborates in PLCs to monitor and analyze individual and classwide student learning

· Utilizes the school’s Data Inventory 

Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory

3. Ensures the school provides programs and services aligned with its mission to enrich the academic program and support the development of student and family life.
· Provides school-wide program opportunities for parents and guardians to partner with school leaders and other parents to enhance the educational experiences for the school community

· Provides school services that assist with students’ Social Emotional Learning

· Provide students with co-curricular and extra-curricular activities outside the classroom to develop their gifts and talents, and enhance their spiritual, creative, aesthetic, social/emotional, and physical capabilities.

Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory



	OPERATIONAL VITALITY:  

1. Develops a feasible three to five-year financial plan that includes both current and projected budgets and is the result of a collaborative process that emphasizes faithful stewardship.
· works closely with the CSD’s SFO and school’s bookkeeper

· Strengthens the school through the establishment of community, business, institutional and civic partnerships

· Communicates to all shareholders the actual cost per child of educating compared to tuition collected

· Long term planning regarding tuition assistance

Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory

2. Ensures the school operates with a healthy staff morale, in accord with a current employee manual and in compliance with Diocese of Sacramento Lay Personnel policies.
· Evidence of rapport, availability and proactive relationship building with Pastor
· Provides regular scheduled faculty and curriculum meetings
Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory

3. Works with appropriate personnel and committees to develop and maintain a budget for facilities and equipment, and has a technology plan designed to continuously support the implementation of the educational mission of the school.
· The school’s budget supports facilities, equipment, and technology management to guarantee the delivery of the educational program of the school, with specific funds for capital improvements, depreciation, and replacement

Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory

13. Develops and enacts a comprehensive plan for institutional advancement, based on a compelling mission, through communications, marketing, enrollment management, and development.
· Continues to work with the school’s advancement director to increase or stabilize enrollment and to utilize effective marketing strategies to maximize exposure of the school
· Communicates openly and regularly with the school community and Parish
· Makes and communicates decisions based upon relevant data and research about effective teaching and learning, leadership, and management practices
· Utilizes surveys to ensure and measure parent, student, and staff satisfaction
· Key strategies are in place to identify and grow significant funding prospects, including alumni

Comments:       
            FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory



	SUMMARY


	When providing comments, consider your overall achievement of results against objectives, key issues from the above sections, and strengths vs. potential improvements.

Comments:       
           FORMCHECKBOX 
 Outstanding          FORMCHECKBOX 
 Above Expectations          FORMCHECKBOX 
 Meets Expectations          FORMCHECKBOX 
 Needs Improvement          FORMCHECKBOX 
 Unsatisfactory



	


Creating S.M.A.R.T. Goals

Specific

Measureable

Attainable

Realistic

Timely

Specific: A specific goal has a much greater chance of being accomplished than a general goal. To set a specific goal you must answer the six “W” questions:

· Who:      Who is involved?

· What:     What do I want to accomplish?

· Where:    Identify a location.

· When:     Establish a time frame.

· Which:    Identify requirements and constraints.

· Why:      Specific reasons, purpose or benefits of accomplishing the goal.

EXAMPLE:  A general goal would be, “Get in shape.” But a specific goal would say, “Join a health club and workout 3 days a week.”

Measurable - Establish concrete criteria for measuring progress toward the attainment of each goal you set.

When you measure your progress, you stay on track, reach your target dates, and experience the exhilaration of achievement that spurs you on to continued effort required to reach your goal.

To determine if your goal is measurable, ask questions such as……

How much? How many?

How will I know when it is accomplished?

Attainable – When you identify goals that are most important to you, you begin to figure out ways you can make them come true. You develop the attitudes, abilities, skills, and financial capacity to reach them. You begin seeing previously overlooked opportunities to bring yourself closer to the achievement of your goals.

You can attain most any goal you set when you plan your steps wisely and establish a time frame that allows you to carry out those steps. Goals that may have seemed far away and out of reach eventually move closer and become attainable, not because your goals shrink, but because you grow and expand to match them. When you list your goals you build your self-image. You see yourself as worthy of these goals, and develop the traits and personality that allow you to possess them.

Realistic- To be realistic, a goal must represent an objective toward which you are both willing and able to work. A goal can be both high and realistic; you are the only one who can decide just how high your goal should be. But be sure that every goal represents substantial progress.

A high goal is frequently easier to reach than a low one because a low goal exerts low motivational force. Some of the hardest jobs you ever accomplished actually seem easy simply because they were a labor of love.

Timely – A goal should be grounded within a time frame. With no time frame tied to it there’s no sense of urgency. If you want to lose 10 lbs, when do you want to lose it by? “Someday” won’t work. But if you anchor it within a timeframe, “by May 1st”, then you’ve set your unconscious mind into motion to begin working on the goal.


Your goal is probably realistic if you truly believe that it can be accomplished. Additional ways to know if your goal is realistic is to determine if you have accomplished anything similar in the past or ask yourself what conditions would have to exist to accomplish this goal.

T can also stand for Tangible – A goal is tangible when you can experience it with one of the senses, that is, taste, touch, smell, sight or hearing.

When your goal is tangible you have a better chance of making it specific and measurable and thus attainable.
	FUTURE OBJECTIVES
Employee Self-Assessment Section
Attention: Please use the SMART Guide provided above when creating measureable objectives



	Major goals for the upcoming period.

OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       


	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       


	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       


	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       


	OBJECTIVE:       
How achievement of objective will be measured:       
Target date for completion:       



	FUTURE OBJECTIVES
Supervisor Assessment Section 

Attention: Please use the SMART Guide provided above when creating measureable objectives



	Major goals for the upcoming period.

OBJECTIVE:  
How achievement of objective will be measured:  
Target date for completion:  


	OBJECTIVE:  
How achievement of objective will be measured:  
Target date for completion:  


	OBJECTIVE:  
How achievement of objective will be measured:  
Target date for completion:  


	OBJECTIVE:  
How achievement of objective will be measured:  
Target date for completion:  


	OBJECTIVE:  
How achievement of objective will be measured:  
Target date for completion:  


	* Note: Supervisor’s objectives will be the final objectives set and measured for the following evaluation. 
SIGNATURE OF EMPLOYEE
DATE

SIGNATURE OF SUPERVISOR
DATE



T 300A.03 (8/23)
Page 6

