Cheyenne and Arapaho Tribes
Managerial Performance Analysis

Name:_________________________________ Date: ____________________________
Position:_______________________________ Department_______________________

Location: __________________________ Appraisal Period:_______________________

Part 1- JOB PERFORMANCE

Considering only the period by this report and using the appraisal codes below, the supervisor will: (1) Assign to each objective, assignment or responsibility the numerical rating which most accurately describes the employee’s performance. (2) Based on the individual ratings of all objectives, assignments or responsibilities and considering the Developmental Factors in Part 2, determine an overall performance rating and enter it in the space provided in the middle of page 4. 
APPRAISAL CODES: 

5- The level of performance during this rating period far exceeded the established           

     Standards of performance or expectations. 

4- The level of performance during this rating period exceeded the established standards               

     of performance or expectations.

3- The level of performance during this rating period met the established standards of 

     performance or expectations.

2- The level of performance during this period approached but did not fully meet the 
     established standards or expectations. 

1- Unsatisfactory/Marginal: The level of performance during this rating period fell  

     considerably short of the established standards of performance or expectations.

0- Limited: Employee has not been in the job long enough (less than 6 months) to fairly 

     and fully evaluate expectations. 

(Type or print) List objectives, assignments and/or responsibilities. For line supervisors, responsibilities taken directly from CURRENT job descriptions will be the most appropriate criteria for evaluation. For the majority, either objectives or assignments- or a combination of the two should be used. 

COMMENT ON ALL RATINGS

OBJECTIVE/ASSIGNENT/RESPONSIBILITY: Establishes and formulates goals and RATING: objectives for assigned areas and each function within the program(s) 

Comments: 

OBJECTIVES/ASSIGNMENT/RESPONSIBILTY: Develops and implements long and short term plans for the program-primarily plans for services, staffing, and budgets. 

Comments: 

COMMENTS ON ALL RATINGS
Continued 

OBJECTIVE/ASSIGNMENT/RESPONSIBILITY: Provides direction to           RATING:

subordinate management and staff in matters of program operations. 

Comments: 

OBJECTIVE/ASSIGNMENT/RESPONSIBILITY: Coordinates, assigns and    RATING:

delegates the activities and functions to the appropriate staff. 

Comments: 

OBJECTIVE/ASSIGNMENT/RESPONSIBILITY: Communicates and             RATING: 
reports program operational information and activities to administrative officials.

Comments: 

OBJECTIVE/ASSIGNMENT/RESPONSIBILITY: Participates in                     RATING:

formulating and administering policies and developing lone-range goals and 

objectives. 

Comments:

OBJECTIVE/ASSIGNMENT/RESPONSIBILITY: Directs and coordinates      RATING: 

Activities of department for which responsibility is delegated to further 

attainment of goals and objectives. 

Comments: 

 OBJECTIVE/ASSIGNMENT/RESPONSIBILITY: Reviews analyses of          RATING: 

activities, cost, operations, and forecast data to determine department progress

 toward stated goals and objectives. 

Comments: 

OBJECTIVE/ASSIGNMENT/RESPONSIBILITY: Confers which chief           RATING:

administrative officer and other administrative personnel to review 

achievements and discuss required changes in goals or objectives resulting from current status and conditions. 
Comments: 

OBJECTIVE/ASSIGNMENT/RESPONSIBILITY: Prepares required paper      RATING: 

work and reports as needed. 

Comments: 

COMMENTS ON ALL RATINGS

Continued 

OBJECTIVE/ASSIGNMENT/RESPONSIBILITY: Provides for proposal         RATING: 

Development and writes for program grants. 

Comments: 

 PART 2- DEVELOPMENTAL FACTORS
JOB KNOWLEDGE/SKILLS: To what extent does employee possess and demonstrate the knowledge and skills needed to perform this job?

FINANCIAL: To what degree can the employee be relied upon to adhere to budgetary limitations, maintain accurate records of cost reports, trip and expense reports? 
SELF MANAGEMENT: How well does the employee plan and organize work? Manage time? 

INTERPERSONAL RELATIONSHIPS: How well does the employee get along with others? Consider contacts/relationships with clients/participants, other employees, and people outside the organization with whom the employee has contact as part of this job?

COMMUNICATION: Considering the nature and requirements of this job, how well does the employee express oral or written communication? How well does he or she listen?

DECISION MAKING: To what extent does the employee understand decision making process? How sound are the decisions he or she makes? 

PERSONNEL (STAFFING): How well does the employee utilize manpower in meeting objectives? Consider the quality/quantity of work/service produced/provided, the absenteeism rate and staffing levels of the organizational unit.

PROBLEM SOLVING: To what degree does the employee search for creative, innovative and workable solutions to problems that arise in his or her area of responsibility.

SAFETY: To what extent does the employee take safety measures within the organizational unit? Are safety rules and regulations observed in all aspects of daily work? Consider the number of incidents (injuries/lost hours and vehicular accidents) for this unit in the appraisal period.

MANAGEMENT PRINICIPLES: To what extent does the employee demonstrate sound understanding and application of planning, organizing, delegating, coordinating, and controlling? 
DEVELOPMENT OD SUBORDINATES: How effective is the employee as a counselor and developer of subordinates? Consider willingness to release subordinates for promotional opportunities.

EVALUATION OF SUBORDINATES: How fairly and objectively does the employee evaluate the performance of subordinates? Are appraisals accurate, complete, and submitted on time?

OTHER DEVELOPMENTAL NEEDS: 

OVERALL RATING OF PERFORMANCE: 

PART 3- PERFORMANCE AND DEVELOPMENTAL SUMMARY: 

Based on the overall performance rating and the developmental needs as identified in Part 2, the supervisor should now complete the developmental action plan below. 

DEVELOPMENTAL ACTION PLAN: What specific actions will be taken by the supervisor and/or employee to improve skills and performance?

DEVELOPS GOALS TO BE ACHIEVED DURING THE NEXT REVIEW PERIOD. It is important that you agree on key areas for improvement and development. These could include personal, professional and task objectives for this employee. List the area agreed upon, the action required and date for completion. 
EMPLOYEE COMMENTS: The employee may comment on the overall evaluation, developmental needs, or goals and objectives agreed upon for the next review period. 

EMPLOYEE SIGNATURE____________________________ DATE: ______________

EVALUATED BY: __________________________________ DATE: ______________

REVIEWED BY: ____________________________________ DATE: ______________

