CDS

House Manager 
Performance Review & Competency Assessment Form
Self-Evaluation / Supervisor Evaluation

	Employee Name:
	
	Position:
	

	Rating Period:
	
	Date:
	

	
	


Review of Goals and Objectives from the last Performance Review & Competency Assessment Period
	Goal 1: (As noted on last performance evaluation.)
	

	
	Objectives/Action Steps to Meet Goal

(As noted on last performance evaluation.)
	Objective Met
(Indicate Yes or No)

	1
	
	

	2
	
	

	3
	
	


	Goal 2: (As noted on last performance evaluation.)
	

	
	Objectives/Action Steps to Meet Goal

(As noted on last performance evaluation.)
	Objective Met
(Indicate Yes or No)

	1
	
	

	2
	
	

	3
	
	


	Goal 3: (As noted on last performance evaluation.)
	

	
	Objectives/Action Steps to Meet Goal

(As noted on last performance evaluation.)
	Objective Met
(Indicate Yes or No)

	1
	
	

	2
	
	

	3
	
	


Using the review factors and definitions:

· Mark the appropriate rating for each category.

· Basis for Rating must be included for each factor rated “Needs to Improve” or “Exceeds Competency Expectations”.

	Needs to Improve
	Meets Competency Expectations
	Exceeds Competency Expectations

	Employee performance is inconsistent and fluctuates between a substandard and standard level.  Critical elements of performance are occasionally below the standards required for the position as outlined in the job description.
	Employee consistently performs at the level of efficiency and effectiveness for standards required for the position as outlined in the job description.  This is the performance of a fully trained, qualified and motivated employee.
	Employee regularly performs above the expected level.  Performance is above the standards required for the position as outlined in the job description.  This is performance beyond satisfactory standards, and requires additional work, which is beneficial to CDS, Inc.


1.
PROFESSIONAL DEMEANOR

 The ability to portray a professional image.

a)      Responds to the needs of the public, vendors and the participants in a service friendly manner

b)       Applies skills that demonstrate the promotion of a productive team environment
c)       Develops and maintains effective therapeutic relationships with participants and families        
	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating:  


2.
KNOWLEDGE OF JOB

 Information obtained through experience, observation, on-the-job training and/or through verbal or written procedures or instructions.

a)     Oversees and manages household operations

b)     Purchases food, medical supplies, household items and office supplies

c)     Maintains inventory of program items

d)     Plans and participates in major household cleanings as needed

e)     Prepares food for participants in accordance with the approved menu 

f)     Acts as liaison for outside vendors

g)     Implements and applies program rules and structure in a manner that provides consistent rewards and consequences for 

        participant behavior

h)    Actively implements the Behavior Modification System as designed to use with participants

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating:  


3.            SUPERVISION & SAFETY                                                                                                     

 The ability to ensure the safety of participants, co-workers and/or the general public.
a) Ensures compliance with health, fire and safety standards of applicable regulatory agencies

b) Participates in the resolution of maintenance/repair emergencies after hours

c) Maintains corporate vehicles

d) Manages the initiation and completion of necessary repairs and upkeep of the facility in a timely fashion

e) Provides crisis intervention and CPR/First Aid as necessary

f) Facilitates the provision of medication to participants as appropriate

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating: 




4.
ATTENDANCE

The regularity with which an employee attends work.

a) Is on time and prepared to work during shifts, meetings and trainings

b) Follows all procedures related to schedule changes

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating: 




5.
COMMUNICATION

The ability to convey knowledge and information effectively.  

a) Ensures that information communicated in the participant files and log books is useful and facilitates appropriate follow up 

b) Ensures that facility records are up to date and complete

c) Contacts suppliers, vendors, and service personnel as required

d) Communicates in a manner that results in the best participant management possible

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating:  


6.        DECISION MAKING

The ability to use sound judgment and reasoning to arrive at a solution. 
a) Responds to situations in a manner that is fair and reduces conflict

b) Uses the information in the participant files and log books as part of the decision-making process

c)  Regularly manages the upkeep and maintenance of program equipment through the use of appropriate vendors

d) Seeks consultation and assistance as needed and appropriate  
	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating:  


7.            PLANNING, ORGANIZING AND QUALITY OF WORK                                                                 
 The ability to establish and meet deadlines in an efficient and qualitative manner.
a)  Orchestrates monthly fire drills and inspection of safety equipment

b)  Maintains records of household donations, inspections, weekly menus, petty cash expenditures and fire drills

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating: 




Summarize improvement plan and steps to be taken to attain competency improvement as applicable.

	Goal 1: (Specific job function, competency, or work requirement to be addressed.)
	

	
	Objectives/Action Steps to Meet Goal
	Target Quarter

	1
	
	

	2
	
	

	3
	
	


	Goal 2: (Specific job function, competency, or work requirement to be addressed.)
	

	
	Objectives/Action Steps to Meet Goal
	Target Quarter

	1
	
	

	2
	
	

	3
	
	


	Goal 3: (Specific job function, competency, or work requirement to be addressed.)
	

	
	Objectives/Action Steps to Meet Goal
	Target Quarter

	1
	
	

	2
	
	

	3
	
	


Training Plan objectives for the coming year as applicable
	
	Training Needs/Goals: (Based on Goals of the Evaluation)
	Target Quarter

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	


	
	Professional Growth/Career Goals:
	Target Quarter

	1
	
	

	2
	
	

	3
	
	


	Additional Comments:



The Employee and Supervisor signatures below also attest to the fact that the Employee Job Description has been signed and reviewed as part of the Performance Review & Competency Assessment process.
Signatures (in ink)


         Date
	Employee
	

	


	Supervisor
	

	


	Chief Operations Officer
	

	


	Chief Executive Officer
	

	



	Employee Comments:
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