
 

2.5 Describe in detail 
your staff evaluation 
plans (include literature 
that supports the 
effectiveness of your 
plans) (10 points) 
(Literature base 
required) (Com. 9.1)  

Staff Evaluation Plan 

1. Purpose of Evaluation 

The purpose of this staff evaluation plan is to comprehensively 
assess the performance, strengths, areas for improvement, and 
ongoing professional development of employees. By providing 
feedback, the evaluation process aims to support staff members in 
their growth, ensuring that they are better equipped to fulfill their 
roles and contribute meaningfully to the organization's success. 

The evaluation process is designed to foster a positive and 
constructive environment that goes beyond simply assessing 
performance. It aims to identify and build upon employees’ 
strengths, while also providing a supportive framework to address 
areas for improvement. This approach promotes open, 
growth-oriented dialogue between staff and leadership, 
transforming challenges into opportunities for development. 
Through clear feedback and ongoing support, employees are 
empowered to overcome obstacles, enhance their skills, and 
unlock their full potential. This continuous feedback not only drives 
individual growth but also nurtures a culture of excellence, 
encouraging staff to contribute to the long-term success of the 
organization and the community it serves. 
The ultimate goal of these evaluations is to cultivate a highly skilled 
and compassionate team capable of effectively assessing and 
addressing the needs of individuals being released from jail. This 
includes ensuring that staff members possess the knowledge, 
empathy, and problem-solving skills necessary to understand the 
complexities of reintegration and contribute to positive outcomes 
for those they serve. Additionally, evaluations aim to foster a 
culture where staff members are deeply engaged with their work, 
demonstrating a genuine care for the mission, and are committed 
to continuous learning and growth, both personally and 
professionally. 
Through this process, the organization aspires to develop a staff 
that not only meets the immediate needs of those they serve but 
also thrives in an environment of ongoing learning, adaptability, 
and personal accountability. 
2. Evaluation Objectives 



●​ To assess job performance based on established objectives 
and key performance indicators. 

●​ To identify strengths and areas for development. 
●​ To foster open communication between staff members and 

their supervisors. 
●​ To align staff development with organizational goals and 

priorities. 
●​ To provide feedback for employee growth and professional 

development. 
3. Evaluation Frequency 

●​ Annual Reviews: Formal evaluations will be conducted at 
the end of each calendar year. 

●​ Mid-Year Check-ins: Informal reviews will be held at the 
six-month mark to provide feedback on progress. 

●​ Ongoing Feedback: Regular, informal feedback will be 
provided throughout the year. 

4. Evaluation Criteria 

●​ Job Knowledge and Skills: Assess the employee’s 
understanding of their role, the necessary skills, and how 
well they apply them. 

○​ Is the employee proficient in job-specific tasks? 
○​ Does the employee demonstrate continuous 

learning and skill development? 
●​ Quality of Work: Evaluate the accuracy, consistency, and 

quality of work produced. 
○​ Is work completed to a high standard and free of 

errors? 
○​ Does the employee meet deadlines and 

performance expectations? 
●​ Communication and Collaboration: Assess the 

effectiveness of verbal, written, and non-verbal 
communication. 

○​ Does the employee communicate effectively with 
peers, supervisors, and clients? 

○​ Does the employee work well within a team 
environment and contribute positively to group 
tasks? 

●​ Problem Solving and Innovation: Evaluate the ability to 
handle challenges and propose creative solutions. 

○​ Does the employee demonstrate resourcefulness in 
problem-solving? 

○​ Are they able to think critically and offer new ideas? 



●​ Leadership and Initiative (for management roles): Evaluate 
leadership capabilities, including team management and 
decision-making. 

○​ Does the employee inspire and motivate others? 
○​ Are they proactive in taking on new responsibilities 

and leading initiatives? 
●​ Attendance and Punctuality: Assess the employee’s 

reliability in terms of showing up on time and maintaining a 
consistent work schedule. 

○​ Is the employee consistently present and punctual? 
○​ Does the employee inform management in case of 

absences? 
●​ Adherence to Policies and Procedures: Evaluate 

compliance with organizational policies, safety standards, 
and ethical guidelines. 

○​ Does the employee follow company policies and 
procedures? 

○​ Are they conscious of maintaining workplace safety 
and ethics? 

5. Evaluation Methodology 

●​ Self-Assessment: Employees will complete a 
self-evaluation form, reflecting on their performance, 
strengths, and challenges. 

●​ Manager Assessment: Supervisors will assess the 
employee’s performance based on the evaluation criteria. 

●​ Peer Feedback (Optional): Peer evaluations will be 
included, especially for collaborative roles. 

●​ 360-Degree Feedback (Optional): Gathering feedback from 
colleagues, supervisors, and subordinates (for leadership 
roles). 

6. Evaluation Process 

1.​ Preparation: 
○​ Employees complete the self-assessment form. 
○​ Supervisors prepare feedback and performance 

evaluation based on the criteria. 
2.​ One-on-One Meeting: 

○​ A scheduled meeting between the employee and 
supervisor to discuss the evaluation. 

○​ Feedback is provided, and the employee is 
encouraged to share their own thoughts, 
challenges, and goals. 

3.​ Setting Goals: 



○​ Based on the evaluation, clear, measurable, and 
achievable goals are set for the upcoming 
evaluation period. 

4.​ Documentation: 
○​ The evaluation is documented and shared with the 

employee for review. 
○​ Both the supervisor and employee sign off on the 

evaluation form. 
7. Development Plan 
Based on the evaluation, a development plan will be created that 
includes: 

●​ Training Needs: Identify areas where additional training or 
resources are needed. 

●​ Career Goals: Discuss the employee’s professional 
aspirations and how they align with the organization's 
needs. 

●​ Support and Resources: Outline the resources, mentorship, 
or support the organization will provide to help the 
employee succeed. 

8. Follow-up and Ongoing Support 

●​ Progress Reviews: Scheduled check-ins to monitor the 
progress of the development plan. 

●​ Continuous Feedback: Supervisors will offer feedback 
regularly, not just during formal evaluations. 

●​ Adjustment of Goals: If necessary, goals will be adjusted 
based on the employee’s progress or changes in 
organizational priorities. 

9. Evaluation Form Template 
Section 1: Self-Assessment 

●​ Reflect on your achievements in the last year. 
●​ What challenges have you faced and how did you 

overcome them? 
●​ Identify areas for personal growth. 

Section 2: Supervisor’s Assessment 

●​ Job Knowledge and Skills: [Rating/Comments] 
●​ Quality of Work: [Rating/Comments] 
●​ Communication and Collaboration: [Rating/Comments] 
●​ Problem Solving and Innovation: [Rating/Comments] 
●​ Leadership and Initiative: [Rating/Comments] 
●​ Attendance and Punctuality: [Rating/Comments] 
●​ Adherence to Policies and Procedures: [Rating/Comments] 



Section 3: Goal Setting 

●​ Short-Term Goals: [Specific, measurable goals for the next 
6 months] 

●​ Long-Term Goals: [Career development goals for the next 
year] 

●​ Training Needs: [Any training or development required] 
10. Confidentiality 
All evaluations will be confidential. Feedback will be shared directly 
with the employee, and sensitive information will not be disclosed 
to unauthorized individuals. 
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