Counsel & Advocacy Law Line

Performance Evaluation 
1.
Employee Name: __________________________________________

2. Position: _________________________________________________

3. Length of Service: _________________________________________

4. Evaluation Date: _______________________________________

5. Evaluator: ________________________________________________

6. Probationary Evaluation:

 Yes


 No

7. Next Evaluation Due Date: 






“PRIMARY PURPOSE”

Performance evaluations are used as a comprehensive learning tool to enable staff to meet their job requirements, to better serve their clients, and to develop in their professions.  Performance reviews also provide a guide for mutual planning, and afford an opportunity to convert day-to-day impressions into more objective histories of work performance.  Performance evaluations are not tied to pay.

“EVALUATION INSTRUCTIONS”

As the primary purpose of this evaluation is to foster professional development, it is imperative that the evaluator(s) prepare their written evaluation thoughtfully and objectively.  Evaluators are encouraged to comment on all ratings, and are required to comment on ratings other than average.  Next, the employee will complete the employee comment sections.  The employee and evaluator will then meet for discussion.  Finally, development plans will be formulated and included in the final evaluation.  If “Unsatisfactory” or “Improvement needed” ratings are given, suggestions for improvement will be made and the results reviewed in one month.

CALL’s Team Expectations shall be used as reference material for the performance evaluation.

Employee Name: ​​​​​​​​​​​_____________________________________ Date: ​​​​​​​​​​​​​____________





Outstanding = O





Above Average = A





Satisfactory = S





Needs Improvement = NI





Unsatisfactory = U





Not Applicable = N/A

OUTLOOK AND WORK HABITS
1. Understands and enjoys the unique nature of legal aid practice: frequent client contact, limited client resources and options, limited staff and program resources, need for creative problem solving, need to engage in social work activities, etcetera: _______

(Comments – Employee) 

2. Works when scheduled, arrives on time, and stays through shift: _____

(Comments – Employee) ​​​​​​​​​__________________________________________________

________________________________________________________________________

________________________________________________________________________

3. Opens and completes Pika case files in a technically accurate and complete fashion: ______

(Comments – Employee) 



4.  Prioritizes activities, organizes work, manages time effectively, and completes work in a timely fashion: ______

(Comments – Employee) 



5. Acts in a self-directed and self-motivated manner: _________

(Comments – Employee) 

6. Participates in and contributes to staff meetings and program projects: _________

(Comments – Employee) 

7. Performs well under pressure: _______

(Comments – Employee) 

8. Easily establishes goodwill, and interacts cooperatively and respectfully with co-workers: _______

(Comments – Employee) 

9. Freely seeks the advice of supervisors, co-workers, and other knowledgeable resources: _________

(Comments – Employee) 

10. Freely offers advice and expertise to others;  helps train less experienced staff: ______

(Comments – Employee)



11. Easily offers and accepts constructive criticism: ______

(Comments – Employee) 

12. Uses program equipment, internet and telephone services efficiently and for program purposes: ______

(Comments – Employee) 

CLIENT RELATIONS

1. Demonstrates empathy and respect for clients: ______

(Comments – Employee) 

2. Demonstrates a positive yet realistic attitude toward client goals and problems: ______

(Comments – Employee) 

3. Demonstrates patience with clients, including those who are difficult: ______

(Comments – Employee) 

4. Uses clear and simple language and appropriate examples to convey information and advice: ______

(Comments – Employee) 

5. Is accessible to clients; returns messages promptly: _______

(Comments – Employee) 

INTERVIEWING AND ORAL COMMUNICATION SKILLS

1. Communicates orally with clarity, precision and efficiency: _______

(Comments – Employee) 

2. Effectively directs and controls the client interview: _______

(Comments – Employee) 

3. Quickly obtains relevant case facts: _______

(Comments – Employee) 

4. Easily recognizes legal issues: _______

(Comments – Employee) 

5. Holistically assesses client needs: _______

(Comments – Employee) 

WRITTEN COMMUNICATION SKILLS

1. Develops substantively correct, thoroughly researched and well-reasoned legal theories and memoranda: _____

(Comments – Employee) 

2. Drafts general correspondence with clarity, conciseness, and accuracy: _____

(Comments – Employee) 

3.
Expertly and concisely drafts pleadings and motions:  _____

(Comments – Employee) 

LEGAL KNOWLEDGE AND ADVOCACY SKILLS

1. Demonstrates a basic understanding of the law: ______

(Comments – Employee) 

2. Exhibits or is actively developing substantive expertise in one or more core areas: ______

(Comments – Employee) 

3. Correctly applies laws and regulations to issues: ______

(Comments – Employee) 

4. Demonstrates knowledge of community resources, and aids in development of new resources: _______

(Comments – Employee) 

5. Practices intelligent decision making and problem solving, and applies good judgment: ______

(Comments – Employee) 

6. Demonstrates good negotiation skills: ________

(Comments – Employee) 

7. Zealously advocates for clients with opposing parties and counsel, social agencies, and legal aid heirarchy: ________

(Comments – Employee) 

“PRODUCTIVITY”

1. Volume of calls taken:________

(Comments – Employee) 

2. Volume of cases opened:________

(Comments – Employee) 

3. Able to maintain high quality of service when engaged in high volume work:________

(Comments – Employee) 

“ANNUAL GOALS”

 (to be completed after evaluators & staff have completed the evaluation form and have met to discuss it)

1. Describe how the last performance appriasal goals have or have not been met: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. List three goals to be accomplished by the next performance appraisal.  

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Identify any training needs or interests for the coming year.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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