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Name of Supervisor:           		   Date Eval Returned:   		





Description:


This Professional and Administrative Staff Evaluation (PASE) form consists of three parts.  The PASE part 1 is comprised of 22 standard job elements to be ranked according to performance on a scale of one to five with space for comments.  It also contains space for five critical job elements specific to the position being evaluated.  The reviewing supervisor should write in critical job elements drawn from the job description.  The PASE Part 2 and Part 3 are comprised of five questions or statements  requiring a short written reply . 





Instructions for Supervisors:


Ask the staff member to complete Part 1 and Part 2 and return it by the date you have indicated in the P&A Staff instruction section. Encourage them to be honest and candid with their  responses.  Once the staff member returns the form, complete the supervisors sections of Part 1 and all of Part 3.  





Instructions for P&A Staff:  Please complete the staff members sections of Part 1 and all of Part 2.  This portion of the PASE is a self assessment designed to help staff take a critical look at their job performance and to stimulate an open dialogue  between the staff member and their supervisor during the formal review.  The scale to be used  for  Part 1 is shown below.  Lines are provided under each item for comments and clarification if desired.  In completing Part 2, be as specific as possible.  Your supervisor will complete the supervisors portions of Part 1 and all of Part 3. This will be the foundation for your Performance Review.  Complete and return your evaluation form to your supervisor 


by   1998.    You will receive a copy of the completed review form after your formal review.





When completing this evaluation, please be as candid and open as possible.  Nobody else can see your job from exactly your perspective.  These questions are to help you clarify and share your perspective on your job and performance.











P & A Staff Evaluation : Part 1





1= Excellent, performance is a credit to the profession.


2= Very Good, performance  exceeds expectation.


3= Average, performance meets expectations.


4= Fair, performance meets most expectations with some deficits.


5= Poor, performance requires immediate remedial action.


 





Quality of Interaction with Clientele


Staff member's self-assessments  	


Staff member's comments   	





Supervisor's assessment  	


Supervisor's comments    	








�
Quality of Record Keeping and Paperwork


Staff member's self-assessments  	


Staff member's comments   	





Supervisor's assessment  	


Supervisor's comments   	








Punctuality 


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  	


Supervisor's comments     	








Attendance


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  


Supervisor's comments     	








Executes Plans In A Timely Fashion


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  	


Supervisor's comments     	








Exhibits Effective Planing and Organizational Skills


Staff member's self-assessments  	


Staff member's comments   	





Supervisor's assessment  	


Supervisor's comments      	








Initiative


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  	


Supervisor's comments     	








Acceptance of Responsibility


Staff member's self-assessments  	


Staff member's comments   	





Supervisor's assessment  	


Supervisor's comments     	





�
Integrity/ Ethics


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  


Supervisor's comments     	


(please cite  examples)








Stability in Crisis or Under Pressure


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  	


Supervisor's comments     	








Completes Special Projects and Duties as Assigned.


Staff member's self-assessments  


Staff member's comments    	





Supervisor's assessment  	


Supervisor's    	








Demonstrates Command of Pertinent Job Skills and Knowledge 


Staff member's self-assessments  	


Staff member's comments   	





Supervisor's assessment  


Supervisor's    	








Problem Solving Skills


Staff member's self-assessments  	


Staff member's comments    	


 


Supervisor's assessment  	


Supervisor's comments     	








Exercises Sound Judgment


Staff member's self-assessments  


Staff member's comments    	


 


Supervisor's assessment  	


Supervisor's comments     	


(please  cite examples)








Uses Resources Efficiently (technology, human, monetary, etc.)


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  	


Supervisor's comments     	








�
Demonstrated Interest in Professional Development


Staff member's self-assessments      


Staff member's comments    	





Supervisor's assessment  	


Supervisor's comments     	








Cooperation With Co-workers and Colleagues


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  


Supervisor's comments      	








Cooperation With Supervisor


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  	


Supervisor's comments     	








Contributes To Strong Team Concept


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  


Supervisor's comments     	








Supports Cultural Diversity and Multiculturalism


Staff member's self-assessments  	


Staff member's comments   	





Supervisor's assessment  	


Supervisor's comments     	








Recognizes Accomplishments Of Others And Shares Credit Of Accomplishments


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  


Supervisor's comments     	








Overall Quality of work


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  


Supervisor's    	








�
(Please fill in critical job elements not evaluated in previous section)


  Trainee Supervision 	<


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  


Supervisor's comments     	





  	<


Staff member's self-assessments  	


Staff member's comments    	





Supervisor's assessment  


Supervisor's comments     	





   	<


Staff member's self-assessments  	


Staff member's comments   	





Supervisor's assessment  	


Supervisor's comments     	





   	<


Staff member's self-assessments  	2


Staff member's comments    	





Supervisor's assessment  


Supervisor's comments     	





�



PASE: Part 2





Please list two or three examples from the past year where you directly helped improve the delivery or performance of your service.


   	


   	





Please list two or three examples from the last year where you feel your performance needed improvement.


   	


   	








How could your supervisor be more effective in helping you maximize your contribution in your strong areas and improve your performance where you are having difficulty?  


   	


   	








What goals would you like to set for the next six months?  the next Year?


   	


   	





Please use this space to make comments on any issues you feel were not covered in the previous portion of the evaluation.


   	


   	





Please use this space to note questions you would like to ask your supervisor during your formal review.


   	


   	





�



PASE : Part 3





Answer the following question and statements as frankly as possible.   Since your staff member cannot see the work environment from exactly  your perspective,  these essay questions are to help you clarify and share you perspective with your staff member and aid in constructive dialogue. 


 


Please list two or three examples in the last year were you believe the staff member made significant contributions to the improvement and performance of your service. and/or its' goals and objectives.


   	


   	


   	


   	


   	


   	


   	


   	








Please list two or three examples in the last year were  the staff member's performance needed improvement.


   	


   	


   	


   	


   	


   	


   	


   	





How could your staff member assist you in being a better supervisor? 


   	


   	


   	


   	


   	


   	


   	


   	








What goals and objectives do you plan to involve this staff member in over the next six months?  the next year?


   	


   	


   	


   	


   	


   	


   	


   	








�
Please use this space to make comments on any issues you feel were not covered in the previous portion of the evaluation.


   	


   	


   	


   	


   	


   	


   	


   	





Please sign and date below indicating that this information was reviewed with you by your supervisor and you received a copy of this evaluation.





Staff Member :  ______________________________________________________


Date :  ________________





Reviewing Supervisor :  ________________________________________________


Date :  ________________


P & A Eval. Form  5/95	�		











