





VOLUNTEER’S MONTHLY PERFORMANCE APPRAISAL

Consider willingness

no interest in

conscientious or willing

directions and is

UNSATISFACTORY FAIR GOOD VERY GOOD OUTSTANDING
1. QUANTITY OF WORK |Unacceptable output. Work cutput needs Produces required volume|Generally preduces more |Work output is
Consider volume of  |Deadlines too often not  |improvement. of work. than required volume of |exceptional. Produces
work produced and  |met. work. beyond expected level and
extent to which frequently beats
deadlines are met. deadtines.
O O] (] Ol Ol
2. QUALITY OF WORK  |Makes frequent errors  {Acceptability of work Consistently produces | Generally produces very |Exceptionally thorough
Consider freedom from|and/or produces needs improvement. acceptable work, makes |thorough and accurate  |and accurate. Shows
error, thoroughness of | superficial or incomplete few errors. Is thorough  work. Shows sound superior judgment and
work, exercise of good|work. and shows adequate judgment and has good |contributes valuable
judgment and ideas judgment. ideas. ideas.
preduction. O O O O |
2. a. Grammar J [l O O [l
b. Punctuation ] a a [l [l
¢. Spelling ] O O [l U
d. Use of reference [ | a O ]
resources
e. Use of equipment O O O O O
3. JOB ATTITUDE Resists or shows little or |Is scmetimes less Is a willing worker, follows|Generafly shows strong | Shows exceptional desire

desire to produce. Is a

to produce. Performs with

and desire to meet accomplishing assigned |than desirable. interested in very conscientious and  |unusual enthusiasm and
assigned objectives.  |objectives. accomplishing work willing worker. conscienticus
objectives. determination.
O O ] O O
4. EFFECTIVENESS WITH|s ineffective in dealing  |Sometimes uncocperative |Generally cooperative and |Very cooperative and Unusually effective in
OTHERS with many people. Causes |or ineffective in dealing |effective in dealing with  |effective in dealing with  |dealing with people.

Consider degree to  |unnecessary interpersonal |with others. others. others. Accomplishes objectives
which volunteer problems which interfere through others under
maintains cooperative |with accomplishing work difficult circumstances.
relations with others  |objectives.
and effectiveness in
accomplishing
objectives through
other people. O O O O O
5. RELATIGNS WITH THE | Public is antagonized and |Indifference is apparent to|Does not offer help, but |Easily approached and  |Enthusiastic, is scught out
PUBLIC avoids contact. the public. Acts without |gives it willingly on responsive, asks by public, readily
Consider imagination in dealing request. questions until able to  [understands citizens
approachability, the with public. understand and interpret {problem.
desire to assist, ability citizen's problem.
to put self in place of
citizen seeking public
service. O O O a O
6. ATTENDANCE Does not contact COccasionally fails to call |Always calls in priorto  |Whenever possible, Whenever possible,
Consider adherence to [supervisor prior to supervisor pricr to absence or delay. notifies supervisor in ngtifies supervisor in
schedule. absence or delay. absence or delay. advance of absence or  |advance of absence or
delay. delay and makes
arrangements to
reschedule work.
O Ol (] O Ol
Would you, the supervisor, hire this individual for thisjob? [ Yes [ No If no, why not?
Comments:
Signature of Supervisor Date

(Source: Hampton (Va.) Department of Sccial Services)
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VOLUNTEER’S ANNUAL PERFORMANCE EVALUATION

Volunteer Evaluated

Evaluated by Position

Job Assignment(s)

Please respond to the following questions:

I. Evaluate the volunteer’s performance (outstanding, very good, average, unsatisfactory, or not applicable) in the
following areas:
A. Quality of Work

1. Thoroughness in fulfilling duties

2. Completion of assigned tasks within reasonable amount of time

3. Demonstration of competence in performance of duties

4. Implementation of training materials
5. Ability to identify, refer and/or solve problems on the job

Please give examples:

B. Attitude Toward Job
1. Flexibility Comments or example

2. Dependability
3. Attendance of training sessions/unit meetings

4. Promptness
5. Reliability

C. Relationships with Others
1. Communication with staff

2. Client rapport
3. Ability to develop communication with appropriate community resources
4. Ability to follow chain of command

Il. Did the volunteer demonstrate other significant qualities such as:
A. Leadership Yes No If yes, please explain.
occasionally

never frequently

B. Assume additional responsibilities

IlI. Do you have any suggestions for further placements of this volunteer?

IV. Attach any commendations, complaints or other comments reflecting the volunteer’s work in current position.

Supervisor's signature Date

Volunteer’s signature Date
{Source: Hampton (Va.) Department of Social Services)
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VOLUNTEER’S PROGRAM EVALUATION

Volunteer

Job Assignment(s)
Supervisor

Please respond to the following questions. Your input will help make the volunteer program more responsive to your needs, staff needs and client needs.
I. SUPERVISION

A. Were your job duties explained to you by the supervisor before you started work? Yes No

B. Did your job include duties not described until you started work? Yes No  If so, what were they?

C. When you needed information was your supervisor available? Always Usually Sometimes

D. When you needed assistance was your supervisor available? = Always Usually Sometimes

E. Did your supervisor make necessary arrangements or provide needed equipment (desk, phone, office supplies)? Always Usually  If no, what did you need?

F. Were you informed of and included in unit meetings, agency meetings and in-service trainings? Yes No If not, what did you miss?
Il. TRAINING

A. What type of training have you received since you started working here?

B. Have you been able to use the training material? _____ VerylLittle _________ Some ___ Quite a Bit

Almost All

How have you used the information?
C. Were the instructors able to teach you what you wanted to know?
D. Was there a chance to ask questions during the training sessions?
E. Do you have any comments or suggestions for improving training for this position?

No
No

Yes
Yes

F. Is there any other type of training you would like to receive Yes No  If yes, please identify.

VOLUNTEER JOB

A. Did you find your job challenging and meaningful? Yes No Comments

Yes

B. Do you want to continue in this position? No If no, what would you like to do?
C. Did you find your co-workers supportive? Yes No  Please explain,

D. Did the staff seem appreciative of your work? Yes No Not applicable
E. Did the clients you worked with seem appreciative of your work? Yes No Not applicable
F. Wereyou able to see progress with clients? Most of the time Frequently Seldom

IV. DO YOU HAVE ANY COMMENTS OR SUGGESTIONS FOR IMPROVEMENTS N THE FOLLOWING AREAS?

Never

Not applicable

Supervisien?
Recognition of volunteers?

Recognition of staff?

Job orientation?

Client services?

Client follow-up?

The overall volunteer program?

Volunteer Signature Date
{Source: Hampton (Va.) Department of Social Services)
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