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PERFORMANCE APPRAI SAL FORM: FULL- TI ME AND KEY PART- TI ME 

YMCA of        

Em ployee Nam e:        Tit le:         

Locat ion:         Review Period:        

Supervisor’s Nam e:         Tit le:         

 

I NSTRUCTI ONS FOR SUPERVI SOR 
At the beginning of the appraisal per iod, the supervisor should be prepared to discuss fully the 

employee’s responsibilit ies, including the standards that  the em ployee is expected to meet for 

perform ance of core job funct ions and the key performance object ives for the per iod (SMART goals, 

sect ion 1) . The em ployee will then be reviewed on leadership com petencies in sect ion 2. At  the end 

of the appraisal per iod, rat ings and com m ents are com pleted, sect ions 3, and the form  is finalized 

for the review period. The final sect ion, sect ion 4,  is for the superv isor and the em ployee to set  

SMART goals for the next  appraisal per iod.  

I NSTRUCTI ONS FOR EMPLOYEE 
Before each m eet ing with the supervisor, em ployees are encouraged to think carefully about  their  

own perform ance in relat ion to the standards and goals set  at  the beginning of the per iod and in 

relat ionship to YMCA leadership com petencies. Em ployees’ full engagem ent  in the process can m ake 

for m ore m eaningful dialogue and cont r ibute to m ore accurate and com plete appraisals. Below are 

som e quest ions to help em ployees prepare for their  perform ance appraisal m eet ing. 

• How have I  personally advanced the m ission and cause of the Y in m y area of responsibilit y? 

• Did I  m eet  all the standards set  for the core funct ions of m y job? 

• Did I  achieve all of the SMART goals agreed upon at  the start  of the review period? Were there specific 

areas in which I  did a t ruly except ional job, or where m y achievem ent  was m ore significant  because of 

unforeseen barr iers or challenges that  I  was able to overcom e? Are there object ives where I  fell short? 

• Did m y efforts during this review period help achieve the Y’s st rategic and/ or operat ing prior it ies? 

How, specifically? 

• Were there any major work-related events or condit ions that  may have affected m y ability to perform 

my job during this review period?  

• Did I  dem onst rate cr it ical Y leadership com petencies in obtaining any of m y key object ives? How? 

• Did I  im plem ent  any im provem ents or innovat ions in m y area of responsibilit y that  enhanced the 

experience for m em bers or others who engage with the Y? 

• I s there anything that  is likely to be different  in the next  review period? Will there be any changes in 

responsibilit ies or job focus? 
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SECTI ON 1 : SMART GOALS 2 0 1 4  REVI EW  

Goals and m easures should be agreed upon and recorded at  the beginning of the appraisal period. SMART goals 

typically flow from  st rategic or operat ing plans. Goals m ust  be SMART (Specific,  Measurable, Act ion-oriented, 

Results- focused, and Tim e-bound)  and listed in order of im portance. Select  one of the following rat ings:  1 (Below 

Expectat ions) ;  2 (Developm ent  Needed) ;  3 (Meets Expectat ions) ;  4 (Exceeds Expectat ions) ;  or 5 (Far Exceeds 

Expectat ions) .  

Each goal should ( in m ost  cases)  be linked to a Strategic Them e .  

GOAL  # 1  

Describe the goal: Measured by:  (For exam ple, a percent , a num ber, or a deadline)  

RESULTS 

Enter rat ing:     Enter comments here:  

GOAL  # 2  

Describe the goal: Measured by:  (For exam ple, a percent , a num ber, or a deadline)  

RESULTS 

Enter rat ing:     Enter comments here:  

GOAL  # 3  

Describe the goal: Measured by:  (For exam ple, a percent , a num ber, or a deadline)  

RESULTS 

Enter rat ing:    Enter comments here:  
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SECTI ON 2 : YMCA LEADERSHI P COMPETENCI ES FOR ORGANI ZATI ONAL LEADER 

VALUES 
Definit ion:  Demonstrates in word and act ion the Y’s core values of car ing, honesty, respect , and responsibility and a commitment  to 

the Y’s m ission , in all mat ters at  all t imes. 

1 BELOW EXPECTATI ONS 

Fails to communicate to others how 

the vision and st rategy align with the 

Y’s values and m ission. Shows lit t le 

or no interest  in communicat ing the 

Y’s values through example. Conducts 

work without  respect  to ethical 

behavior. 
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3  MEETS EXPECTATI ONS 

Regular ly communicates to others how 

the vision and st rategy align with the 

Y’s values and m ission. Acts as a 

cause-dr iven leader for  the 

organizat ion. Demonstrates 

uncomprom ising ethical behavior at  all 

t imes. 
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5  FAR EXCEEDS EXPECTATI ONS  

Challenges others to base their  

decisions and act ions on the m ission, 

v ision, and values of the Y. 

Communicates an unwaver ing focus on 

the Y’s core values by modeling 

excellence in and enthusiasm for them. 

Serves as a moral compass and sets 

ethical standards for the organizat ion. 

COMMENTS—VALUES 

Enter rat ing:    Enter comments here:  

COMMUNI TY  

Definit ion:  Delivers the benefits of good health, strong connections, greater self-confidence, and a sense of security to all who seek it. 

1 BELOW EXPECTATI ONS 

Fails to consider how decisions may 

impact  members and the community 

and hesitates to change direct ion or 

shift  pr ior it ies when date warrant  

doing so. Misses key opportunit ies to 

reinforce the Y’s m ission for serving 

the community. 
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3  MEETS EXPECTATI ONS 

Leads by example and inspires others 

to demonstrate a passion for members 

and the community. Creates and 

communicates a community- focused 

vision that  promotes cooperat ion and 

collaborat ion with other organizat ions 

to achieve service integrat ion and 

mutual benefit  to all stakeholders. 

Promotes and embraces the global 

nature of the Y to engage the 

community. 
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5  FAR EXCEEDS EXPECTATI ONS 

Makes member and community needs 

central in every decision, without fail, and 

reinforces that others do the same. 

Continually emphasizes the Y’s mission for 

serving the community;  creates 

organization-wide mechanisms that 

support and recognize staff members who 

exceed member and community needs. 

Continually broadens the Y’s appeal and 

delivery of benefits to the community 

through ongoing outreach strategies. 

COMMENTS—COMMUNI TY 

Enter rat ing:     Enter comments here:  

RELATI ONSHI PS 

Definit ion:  Builds authent ic relat ionships in the service of enhancing individual and team perform ance  to support  the Y’s work. 

1 BELOW EXPECTATI ONS 

Builds unconstruct ive relat ionships 

that  negat ively impact  team 

members’ engagement . Creates 

ineffect ive alliances by ident ify ing 

inappropr iate leaders with whom to 

build relat ionships. Does not 

collaborate well with colleagues and 

has lim ited networks within the Y. 
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3  MEETS EXPECTATI ONS 

Forges healthy relat ionships that  

promote open and honest  dialogue. 

Creates successful and st rategic 

relat ionships with influent ial leaders 

and members of the community in 

order to enhance support  for  the 

cause. I nit iates the development  of 

relat ionships that  promote partner ing 

and collaborat ions among departments 

and centers within the Y. 4
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5  FAR EXCEEDS EXPECTATI ONS 

Models effect ive ways to ant icipate and 

prevent  counter-product ive 

confrontat ions, even in challenging 

situat ions. Creates passionate external 

advocates for the Y through his/ her 

leadership roles in the community and 

interact ions with a var iety of groups. 

Leverages his/ her relat ionships to 

facilitate cross-department  

collaborat ion that  dr ives superior  

outcomes.  

COMMENTS—RELATI ONSHI PS 

Enter rat ing:    Enter comments here:  

DEVELOPI NG OTHERS 

Definit ion:  Recognizes and acts on the need to cont inually develop others’ capabilit ies to at tain the highest  level of 

perform ance  possible. 
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1 BELOW EXPECTATI ONS 

Misses the opportunity to create a 

development- focused culture by 

concentrat ing only on the 

development  of direct  reports. Rarely 

engages others regarding the 

relevance of recruit ing, hir ing, and 

talent  management  pract ices as 

contr ibutors to a developmental 

culture. Part icipates in feedback and 

coaching only when required by 

formal processes. 
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3  MEETS EXPECTATI ONS 

Creates a development- focused culture 

by speaking regular ly with people at  all 

levels in the organizat ion about  their  

development  plans. Promotes the 

importance of recruit ing, hir ing, and 

managing the talents of staff and 

volunteers. Engages in and champions 

ongoing feedback, coaching, and 

opportunit ies for  informal and formal 

learning at  all levels. 4
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5  FAR EXCEEDS EXPECTATI ONS 

Cont inually promotes and supports 

innovat ive development  approaches;  

challenges staff at  all levels to st retch 

beyond their  comfort  zone through on-

the- job developmental opportunit ies. 

Leverages recruit ing, hir ing and talent  

management  as a means to ident ify 

and support  development  act iv it ies. 

Models effect ive feedback and coaching 

conversat ions for people at all levels in 

the organizat ion.  

COMMENTS—DEVELOPI NG OTHERS 

Enter rat ing:       Enter comments here:        

DECI SI ON MAKI NG 

Definit ion:  I ntegrates logic, intuit ion, and sound judgment  to analyze  informat ion to ident ify greatest  opportunit ies, make sound 

decisions, and solve  problem s. 

1 BELOW EXPECTATI ONS 

Overlooks potent ial opportunit ies for 

the Y by using standard assumpt ions 

regarding how to dr ive the business. 

Prefers to maintain the same course 

for the organizat ion, regardless of 

changes to opportunit ies, r isks, or  the 

external business environment . 

Makes decisions based on emot ions 

rather than facts 
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3  MEETS EXPECTATI ONS 

Uncovers potent ial opportunit ies for  

the Y by challenging convent ional 

thinking and assumpt ions about  the 

fundamental dr ivers of the business. 

I dent if ies and evaluates strategic 

issues, opportunit ies and r isks, and 

considers them when form ing 

organizat ional object ives and plans. 

Makes and implements st rategic 

decisions based on pr inciples, values, 

and business cases. 
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5  FAR EXCEEDS EXPECTATI ONS 

Consistent ly challenges others to 

understand and consider how the 

current econom ic climate and shift ing 

business dr ivers impact  the Y. Uses a 

holist ic v iew, factor ing both internal 

and external business and 

environmental t rends, when building 

organizat ional object ives and plans. 

Takes calculated, strategic r isks while 

aligning decisions with the pr inciples 

and values of the Y. 

COMMENTS—DECI SI ON MAKI NG 

Enter rat ing:       Enter comments here:        

PROJECT ( PROGRAM)  MANAGEMENT 

Definit ion:  Supports goal at tainment  by priorit izing act ivit ies, assigning responsibilit ies in accordance with capabilit ies, 

m onitoring progress, and evaluat ing im pact . 

1 BELOW EXPECTATI ONS 

Seeks self- interests over the best  

interest  of the Y and keeps resources 

and best  pract ices for  her/ himself. 

Reluctant ly listens to stakeholders' 

and team member’s expectat ions and 

needs and creates r isk to project  

success by not  act ing on the 

informat ion. Adheres r igidly to plans 

even when r isks are ident if ied.  
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3  MEETS EXPECTATI ONS 

Secures and allocates program or 

project  resources so that  st rategic 

object ives can be achieved. Develops 

plans that  effect ively balance the long-

term  direct ion and the short - term 

requirements. Develops st rategies to 

m it igate r isks to achieving plans.  

4
 E

X
C

E
E

D
S

 E
X

P
E

C
T

A
T

IO
N

S
 

5  FAR EXCEEDS EXPECTATI ONS 

Supports the realizat ion of overall Y 

goals by shar ing or even sacr if icing 

resources to maxim ize benefits. 

I dent if ies and evaluates all 

stakeholders, both up-  and down-

st ream, and pr ior it izes their 

expectat ions and needs to increase 

project  impact . Strategizes to consider 

both the impact  and likelihood of r isks, 

how to m inim ize those r isks and 

encourages staff to report  r isks without  

fear of blame or censure. 

COMMENTS—PROJECT MANAGEMENT 

Enter rat ing:       Enter comments here:        

FI NANCE 

Definit ion:  Dem onst rates and sustains the Y’s nonprofit  operat ional model. 
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1 BELOW EXPECTATI ONS 

Shows concern about  protect ing the 

assets of the organizat ion, but  fails to 

implement  appropr iate or sufficient  

internal cont rols and processes. 

Establishes fiscal plans that  focus on 

short - term outcomes rather than 

long- term sustainability. Fails to 

involve board members or other key 

stakeholders in the budget  process, 

result ing in m isalignment  or 

confusion about  fiscal pr ior it ies. 
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3  MEETS EXPECTATI ONS 

Establishes st rong internal cont rols 

and oversight  to protect  the assets of 

the organizat ion. Develops fiscal plans 

to maxim ize m ission impact and 

provide long- term sustainability. 

I nvolves board members in the budget 

process to promote their  

understanding and commitment  to 

allocat ion and const raints. 
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5  FAR EXCEEDS EXPECTATI ONS 

Aggressively seeks out and implements 

best practices for protecting the 

organization’s assets;  provides colleagues 

across the Movement with insights on 

what works well in his/ her organization. 

Develops robust financial plans including 

anticipated resources and key initiatives 

that will create long-term value and 

growth. Meets regularly with board 

members and other key stakeholders to 

establish priorities, develop short-term and 

long-term financial plans, and gain their 

sponsorship and commitment. 

COMMENTS—FI NANCE 

Enter rat ing:       Enter comments here:        

QUALI TY RESULTS 

Definit ion:  Demonstrates and fosters a st rong commitment  to achieving goals in a manner that  provides quality experiences. 

1 BELOW EXPECTATI ONS 

Communicates support  for  those who 

create quality exper iences for staff, 

members and the community, but  

does lit t le to reinforce or reward such 

effor ts. Produces programs and 

services that  are not  fully aligned 

around the Y’s m ission, st rategy, and 

goals. Focuses more on act iv ity than 

on results against the Y’s overall 

m ission. 

 

2
 D

E
V

E
L
O

P
M

E
N

T
 N

E
E

D
E

D
 

3  MEETS EXPECTATI ONS 

Communicates and reinforces whenever 

possible a commitment to creat ing 

quality experiences for staff, members, 

and the community. Uses the Y's 

mission, strategy, and goals as a lens for 

making organizat ional decisions, 

including those around structure, roles, 

and responsibilit ies. Tracks progress 

using appropriate benchmarks and 

performance measures, and holds 

leaders accountable for results. 
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5  FAR EXCEEDS EXPECTATI ONS 

Passionately advocates and rewards in 

others a commitment  to creat ing quality 

programs and services. Makes decisions 

that  lead to the delivery of outstanding 

programs and services aligned with the 

Y’s m ission, st rategy, and goals. Holds 

leaders accountable for producing best -

in-class results against  key Y 

performance indicators;  requires leaders 

to do the same with their teams. 

COMMENTS—QUALI TY RESULTS 

Enter rat ing:       Enter comments here:        

 

SECTI ON 3 : SUMMARY, COMMENTS, OVERALL RATI NG, AND SI GNATURES  

A. OVERALL PERFORMANCE RATI NG  

Rat ing Scale Definit ions ( Select  one)  

Varying degrees of im portance should be placed on those factors m easuring perform ance in a given job. 

The overall perform ance rat ing represents a com posite of the supervisor’s observance of this em ployee’s 

perform ance based on the core funct ions ( job descript ion) , ident ified goals and object ives, and leadership 

com petencies. Also use the scale below for rat ing sect ion 3, SMART goals.  

 

 

 

Level 1:   Results do not  m eet  m inimum  requirem ents. Needs im provem ent . Not  

sufficient ly com petent  and/ or m ot ivated. Appears to lack required skills for this 

posit ion. 
 

 

 

Level 2:  Perform ance m eets m inimum  standards. Results were inconsistent , with som e 

deliverables m issed. Skills generally need im provem ent . 
 

 

 

Level 3:  Fully successful. Accom plishm ents are com parable to job needs. Som et im es 

exceeds expectat ions. Consistent  performer and leader. 
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Level 4:  Consistent ly exceeds object ives. Cont r ibut ions are significant ly above what  is 

expected. Accom plishes m ore, faster, and bet ter than others in a sim ilar 

posit ion. Achieves object ives by overcom ing difficult  obstacles. 
 

 

 

Level 5:  Results far exceed job standards. Sets new standards of perform ance. 

Ext rem ely creat ive, insight ful, or rem arkable work. Rat ings in this category are 

reserved for breakthrough results and outstanding accom plishm ents. 
 

 

 

Developing:  Results do not  consistent ly m eet  expectat ions. May lack experience and/ or 

skills. Has the capacity to im prove overall perform ance within a reasonable 

period of t im e. I s st ill acquir ing the skills necessary to be fully effect ive and 

achieve the outcom es expected of the job.  

Note:  This rat ing is available ONLY when the em ployee is new to the posit ion.  

 

 

B. EMPLOYEE COMMENTS ( Feedback from  em ployee to supervisor)  

 

Things you do as m y supervisor that  help m e to be successful:  

      

Things you could do that  would help m e be even MORE successful as an em ployee, if applicable:  

      

 

D. ACKNOW LEDGEMENTS AND SI GNATURES 

The em ployee, the supervisor, and the next - level supervisor should sign below. I f the supervisor is the 

CEO, a next - level signature is unnecessary. 

  

Appraisal Prepared by:  <  Type Supervisor/ Manager's Nam e Here >  

        

Date  Signature 

Next - level Supervisor:  <  Type Next - level Supervisor/ Manager's Nam e Here >  

        

Date  Signature 

Em ployee Acknow ledgm ent: 

My signature m eans m y supervisor has discussed this docum ent  with m e and that  I  have been given the 

opportunity to m ake comm ents, but  it  does not  necessarily im ply m y agreem ent  with it s contents. 

        

Date  Signature 

Em ployee Com m ents:  
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SECTI ON 4 : SMART GOALS 2 0 1 5  

SMART goals typically flow from  st rategic or operat ing plans. Goals m ust  be SMART (Specific, Measurable, Act ion-

oriented, Results- focused, and Tim e-bound)  and listed in order of im portance.  

Each goal should ( in m ost  cases)  be linked to an Associat ion Goal:  

•  Em ployee Survey •  Brand Awareness 

•  Program  Sat isfact ion •  Donor Advancem ent  

 

GOAL  # 1   Tie it  to an Associat ion Goal 

 Choose from the above list :        

Describe the goal: 

      

Measured by:  (For exam ple, a percent , a num ber, or a deadline)  

      

 

GOAL  # 2   Tie it  to an Associat ion Goal 

 Choose from the above list :        

Describe the goal: 

      

 

Measured by:  (For exam ple, a percent , a num ber, or a deadline)  

      

 

GOAL  # 3   Tie it  to an Associat ion Goal 

 Choose from the above list :        

Describe the goal: 

      

Measured by:  (For exam ple, a percent , a num ber, or a deadline)  

      

 

 

GOAL  # 4   Tie it  to an Associat ion Goal 

 Choose from the above list :        

Describe the goal: 

      

 

Measured by:  (For exam ple, a percent , a num ber, or a deadline)  

      

 

GOAL  # 5  Tie it  to an Associat ion Goal 

 Choose from the above list :        

Describe the goal: 

      

 

Measured by:  (For exam ple, a percent , a num ber, or a deadline)  

      

 


