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	The Wright House Wellness Center

Performance Review Form

	Department
	
Prevention
	Job Title
	3MV Outreach

	Employee
	
	Supervisor
	Vincetta Green

	Evaluation Type
	( First Three Months
	( Annual

	Evaluation Period
	From 
	To

	Employee Signature___________________________________________Date:_____________________

	Use the following scale to rate each expectation below:

1 = Rarely Fulfills Expectations
2 = Sometimes Fulfills Expectations
3 = Fulfills Expectations 
4 = Fulfills and Frequently Exceeds Expectations
5 = Consistently Fulfills and Exceeds Expectations

	GENERAL PERFORMANCE EXPECTATIONS 


	EXPECTATION
	RATING
	RECOMMENDATIONS/ACTION PLAN

	INTERPERSONAL SKILLS:

1) gets along well with supervisors, subordinates, co-workers, volunteers, clients and outside contacts 

	
	

	2) communicates effectively and with a positive manner – orally and in writing

	
	

	3) also consider level of emotional maturity and professionalism displayed


	
	

	4) functions well as a team member


	
	

	GENERAL WORK PERFORMANCE::
	
	

	1) has a good understanding of personal performance objectives and job knowledge

	
	

	2) follows instructions and completes work when due/ according to schedule
	
	

	3) the amount and quality of work produced meets targeted goals
	
	

	4) follows required work schedule and when needed adjusts schedule and duties to meet agency goals


	
	

	5) completes projects when due


	
	

	6) communicates regularly with supervisor, asks questions and responds to requests, etc.


	
	

	7) uses good judgment and problem solving skills


	
	

	8) maintains confidentiality


	
	

	9) follows WHWC personnel policies, procedures and other Federal, State and City requirements as applicable


	
	

	WORK ETHICS:
	
	

	1) punctuality and attendance 

	
	

	2) enthusiasm toward projects/ assignments (initiative/drive)

	
	

	3) dependability

	
	

	4) time management skills


	
	


	SPECIFIC PERFORMANCE OBJECTIVES 
	HR DEPT

	OBJECTIVE
	Personal 
Requirement
	Obtained
	Percentage Obtained

	1) Conduct and document outreach activities to 175 members of the targeted population
· Disseminate information about intervention integrated HIV/STD prevention to targeted communities

· Outreach to members of the general and target population

· Recruit members of the target population to attend group sessions of the intervention

· Recruit for Community Network
	175 total outreach activities:   
___ number of group session attendees

___ number of members of Community Network recruited

	_____
_____

_____


	

	2) Facilitate workshop series a minimum of four (4) times per year

	4    workshops facilitated

	
	

	OBJECTIVE
	Personal 
Requirement
	Obtained
	Percentage Obtained

	3) Facilitate small group activities
· Group participation: Group sessions are 2 to 3 hours each and should consist of 6 – 10 people of common backgrounds who share common experience.

· Intervention session: Group level sessions (GLI) are experiential (not lecture or teaching); each exercise or activity builds on each other. Sessions will:
· educate Participants about HIV and STD risk and sensitize to personal risk

· develop risk-reduction strategies

· train in risk-reduction behavioral skills

· train in sexual assertiveness

· provide social support and relapse prevention

· Related services performed:

· Safer Sex Socials and HIV 101 presentations


	 24  Members of the target population attend groups
 18   members of the target population complete all sessions

___ socials and HIV 101 presentations
	
	

	4) Referrals and HIV Testing:
· Refer members of the target population to any social service through outreach activities
· Refer members of the target population for HIV testing

· Target population members tested for HIV as a result of outreach

· Refer members of the target population who were scheduled, enrolled and completed the intervention for HIV Testing

· Members of the target population are tested for HIV as a result of the interventions
	74   referrals to any social service

61  referrals for HIV testing among target population

15   receive HIV tests

44  referrals for HIV testing among this group

18  tested among this group

	
	


	RELATED SERVICES PERFORMED

	Use the following scale to rate each expectation below:

1 = Rarely Fulfills Expectations
2 = Sometimes Fulfills Expectations
3 = Fulfills Expectations 
4 = Fulfills and Frequently Exceeds Expectations
5 = Consistently Fulfills and Exceeds Expectations

	EXPECTATION
	RATING
	RECOMMENDATIONS/ACTION PLAN

	RECORD KEEPING, REFERRAL TRACKING AND FOLLOW-UP
1) conducts client follow-up as necessary

	
	

	2) records all activities, including the outreach activity summary, small group activity logs and pre-post test


	
	

	3) provides internal and external referrals


	
	

	4) provides referral information for other services in the community including HIV testing and counseling, social services and opportunities to participate in other group level or individual level HIV projects.


	
	


	DEVELOPMENTAL NEEDS AND TRAINING FOR JOB DEVELOPMENT AND/OR IMPROVEMENT (for example, CDC Training, seminars, workshops, in house training, one on one with supervisor, etc)


	Training Activity
	Expected Benefits
	Date Completed

	1)
	
	

	2)
	
	

	3)
	
	

	4)
	
	

	5)
	
	

	6)
	
	


Are there any performance expectations where employee has unacceptable performance?

( No

( Yes

If yes, write a corrective action plan indicating expectations and improvements needed? By When? 

	Unacceptable Performance
	Plan to improve performance
	Date – deadline for improvement 

	
	
	

	
	
	

	
	
	


Overall Rating

Outstanding              Very Good                   Good                          Fair                                 Poor
Comments:

________________________________    ____________________________________

Employee’s Signature                    

Supervisor Signature

Review Date__________________________



















