ADVOCATE: ______________________________________________
Date: ______________________________

(INSERT OPENING NARRATIVE – OPTIONAL)

I.
ADVOCACY 

Advocates ability to process information and respond to callers with legal problems will be assessed according to these criteria as demonstrated in their printed applications:

a.
Identification of relevant legal Issue (s);

b.
Development of  relevant Factual information ;

c.
Provision of  accurate, cogent  Advice at the level appropriate for issue and facts reported ;

d.
Referral to appropriate legal services office utilizing published referral information (when applicable);

e.
Provision to caller of other helpful information, i.e. practical advice, providing information about other non-legal services in community, referral to other legal and non-legal entities outside legal services network,  reminder to caller to access our services whenever necessary  etc;

f.
Selection of appropriate letter and enclosures;

g.
Readable, concise case notes utilizing IFAR method.

h.
Timely follow-up and closure for pending cases and minimal number open or pending apps;
 

II.
PROFESSIONAL DEVELOPMENT
Advocates overall participation in their units and willingness to grow and improve as advocates will be discussed using the following touchstones:
a.
Participation in Unit meetings and functions.

b.
Demonstrated willingness to take on special projects, responsibilities , and leadership and/or outreach opportunities, when available. 

c.
Demonstrated willingness to assist others or seek assistance as need presents.

d.
Effective use of brief service time.

e.
Demonstrated knowledge and utilization of research materials, and resources relevant to the advocate’s practice area.

III.
GENERAL PROGRAM REQUIREMENTS

The Advocate’s ability to adhere to Statewide Legal Service’s program  requirements will be assessed utilizing the following criteria:

a.
Use of proper closing codes and file management.;

b.
Working knowledge and application of LSC /program eligibility criteria and app 
coding requirements

c.
Participation in staff meetings and program functions.

d.
Knowledge and adherence to work rules, specifically:

 i. punctuality and availability for published phone hours;

ii. required communication with management regarding sick, personal and leave time requests;


PROFESSIONAL DEVELOPMENT PLAN
Professional development plan process
The creation of a Professional Development Plan should be a collaborative process involving the advocate and a designated Supervisor(s). 
The process will begin with the advocate completing a Self-Assessment questionnaire designed to encourage the advocate to reflect on his/her work in the past, how he might grow professionally in the future, what goals she would propose for the coming year, and suggestions for training or other assistance that SLS can provide. 
The advocate and supervisor will meet and together agree on a written Professional Development Plan which includes some or all of the elements included in the Self- Assessment questionnaire.  At a minimum the Professional Development Plan should include a challenge to change at least one aspect of the advocate’s work in the coming year. 
Both Advocate and Manager complete this session in writing and commit to the stated goals, objectives and actions for the evaluation cycle: 

PROFESSIONAL DEVELOPMENT GOALS and OBJECTIVES

Challenges to overcome , & Strengths to build on for the next year. 

Short and long term goals for the next year.

Affirmative steps & actions advocate can put into place to achieve goals.

Help and support SLS can provide to achieve goals.

Areas of law or practice advocate would most like to learn more about and practice.

Any special projects or goals not covered above. 

THIS IS A TRUE COPY OF THE 2008 PERFORMANCE EVALUATION OF ______________

 I AGREE WITH THE FINDINGS AND TERMS OF THIS EVALUATION.  I ACCEPT THE SHORT AND LONG-TERM  PLANS AND GOALS AND WILL WORK WITH MY PEERS AND SUPERVISORS TO ACHIEVE THESE GOALS.  I AGREE TP REMAIN COMMITTED TO MAINTAINING A HIGH DEGREE OF PROFESSIONALISM WITHIN MY PROGRAM , AND I WILL HELP KEEP SLS A SUPPORTIVE AND COOPERATIVE WORK ENVIRMONMENT  DEDICATED TO THE BEST POSSIBLE SERVICE TO OUR CLIENTS. 

_______________________________

_______________________________

Janice J. Chiaretto, Deputy Director
