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The AIA collects and disseminates Best Practices as a service to AIA members without endorsement or recommendation.
Appropriate use of the information provided is the responsibility of the reader.

SUMMARY

Employee performance should be evaluated
periodically, regularly, and objectively. The attached
sample evaluation forms, while not comprehensive,
offer guidance for evaluating performance
competencies for three categories of employees in
architecture firms: administrative,
professional/technical, and management. Adapt the
forms to suit the evaluation needs of your own firm.

RATING METHODS

Performance evaluations may be scored in a number of ways.
Two of the most common are numerical ratings and a graphic
scale. The attached sample evaluation forms use the
numerical rating system.

The scores of a numerical rating system typically have the
following values:

1 Unsatisfactory

2 Needs improvement

3 Meets job requirements
4 Exceeds job requirements

5 Outstanding

© The AIA  Knowledge gained from experience immediately applicable to a task at hand.

RESOURCES

More Best Practices

The following AIA Best Practices provide additional
information related to this topic:

08.01.01 A Sample Compressed Workweek Program
08.03.02 Basic Elements of New Employee Orientation

08.02.02 Employment Status: Independent Contractor -- Yes
or No?

For More Information

See also the 14th edition of the Handbook,
which can be ordered from the ATA Store by
calling 800-242-3837 (option 4) or by email [ HEyNSEEHEIA
at bookstore@aia.org. Handbook

of Professional

Practice

See also “Professional Development and
Mentoring” beginning on page 487 of the
15th Edition of the Architect’s Handbook
of Professional Practice. The Handbook
can be ordered from the AIA Store online
at www.aia.org/store, by calling 800-242-
3837 (option 4), or by email at

bookstore@aia.org.

Feedback

The AIA welcomes member feedback on Best Practice
articles. To provide feedback on this article, please contact
bestpractices(@aia.org.

Key Terms

e  Practice
e  Personnel management

e  Employment
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SAMPLE PERFORMANCE EVALUATION FORM

ADMINISTRATIVE PERSONNEL

Employee name:

Employment start date:

Job title:

Department:

Review period start:

Review period end:

Last review date:

Reviewer name:

Reviewer title:

PERFORMANCE COMPETENCIES

COMMUNICATIONS . ...cuiiiiiiiiiiiiiiii ittt ea e enes
Expresses ideas and thoughts Verbally ...........ccecuieieriiiieniisiesie et
Expresses ideas and thoughts in Written form ............coceveviiriiiiiininne e
Exhibits good listening and comprehension..........c..coeveveieieirinineneneeeeeeee e
Keeps others adequately informed ..........ceevverieriiiieneiieecee e

Uses appropriate communication MeEthodS........c.ccveverieiierieienieiesieiesie e se e sseeeeens

COOPERATION. ..o itiiiiiiiiiiiiiiiiiiietetiteaetatiastesttstesstessstonssssonssnsenssnsensnns
Establishes and maintains effective relations ...........cocooeiereiieiiiiiiiieee e
Exhibits tact and CONSIAEration ............cccovirerieieiriiireee et
Displays positive outlook and pleasant Manner ............coceeeeeiririnineneneeeeeseee e
Offers assistance and SUPPOTt t0 COWOTKETS .....eeviruierieriieiieiieieieeie st et e ete e esee e esaesreeseesreeneas
Works cooperatively in group SIUATIONS ........c.veiriririirieieieieeeteree et

Works actively to 1€S01Ve CONTIICES .......eiuirieieiiiieiieieiie e

DEPENDABILITY ..ottt e e ae e e e aenenaes

Responds to requests for service and asSIStANCE.........co.erveeeiriririinienieieiecete e
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Follows instructions, responds

to management dir€CtioN ..........evveeverueeverieeieneeieseeeeeeeeeeseeeneas

Takes responsibility fOr OWN @CtIONS ......cc.eoveuiiiriiirinieniet ettt

Commits to doing best JOD POSSIDIE ....c.ueuieiiiiieiicieie ettt

Keeps commitments................

Meets attendance and punctual

INITIATIVE ...................

Volunteers readily ...................

IY UIAEIINES ..ttt

Undertakes self-development aCtiVITICS. ......c.evvervirierierierieeieieseeieeeeteseeete e eeesreesesseenseseeeneas

Seeks increased reSPONSIDIIILIES ......c.ververieriirieieiieiest et ettt e et e see e s e sreesaesseenaenseennens

Takes independent actions and
Looks for and takes advantage

Asks for help when needed .....

JOB KNOWLEDGE .........

calculated TISKS .....oouviiviiiiieeiiceiecre et

Of OPPOTTUNTHICS ...ttt see e

Competent in required job skills and KNnoOwledge ..........cceoeeievierieniiniieniereeeccee e

Exhibits ability to learn and apply new SKillS.........c.cccevieriirierieiieiicieeseeie et

Keeps abreast of current developments...........ccecvivierierieniieieie sttt enees

Requires minimal supervision.

Displays understanding of how job relates to Others ...........coeovirirerenenenieeeceeeeee

Uses resources effectively.......

JUDGMENT ........ccceuenens

Displays willingness to make dECISIONS .......c.uevruiruiriirerieieieieiieieete ettt

Exhibits sound and accurate JUAGMENt..........cceoveiriiiiiniereiee e

Supports and explains reasoning for dECISIONS. .........eierverierieiriririrereee e

Includes appropriate people in

Makes timely decisions............

decision-making ProCess ..........coereruereeeeererieerenieneenieeeeeneenenees

PLANNING & ORGANIZATION ..ottt

Prioritizes and plans WOrk aCtiVIties..........eoueveieiriniieneeee e

Uses time efficiently ...............
Plans for additional resources .
Integrates changes smoothly ...
Sets goals and objectives.........

Works in an organized manner
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PROBLEM SOLVING ....ccuiiuiitiiiiiiiiiiiiiiiinine et eae it eae e eaes
Identifies problems in @ tiMELY MANNET .........cceeruirierierieieeieie ettt seeeneas
Gathers and analyzes information SKillfully...........ccoccovieriinioiiiieiceee e
Develops alternative SOIULIONS ........cceeruieierierieieetieieseeie et etesieeee st eeeseeebeeseensesseensesseensesseensas
Resolves problems in €arly StAZES.......ccueeierierieriieieie ettt sttt sttt eneas

Works well in group problem-solving SItUAtIONS ...........ccecveruieriereerierienieneerieeeeieeeeeeeeeeeeseeennes

(01 0.V 53 1 N
Demonstrates accuracy and thOroUZhNESS.........cc.evvervirieriirieieieee e
Displays commitment t0 €XCELIENCE........cvervirieiieieieeieieeceie ettt seeeneas
Looks for ways to improve and promote qUalIty...........ccecveeierierierieeiienieneeieeeeie e eeeee e
Applies feedback to iMProve Performance...........eeververierieeierierierieeeerieseeieeeeeeseeaeseeeseseeeneas

Monitors OWn WOrK t0 €NSUIE QUALILY......c..evverrerieeierierieteeienieseeaeeeeteseeeseeseesesseensesseensesseensas

QUANTITY ettt ettt et et e ettt e en st s sasanensteensaensnesnses
Meets productivity StANAATAS ........ceeeeriieieieiieie ettt ebe e e b e s e nsesseeneas
Completes WOrk in timMely MANNET .......c.ecverieiieiieieie sttt eee sttt e e eae e e sre e e sseessesseeneas
Strives t0 INCTEASE PIOAUCLIVITY .veuvievieieriieiieieteseeteeteetesteetesteeaesteestesseessesseessesseessesseassensenseens
WOTKS QUICKLY ..ottt ettt ettt ettt et et e st e e s e e seessessaesseesaessessaensenseensessnansas

Achieves established GOAIS........cc.eviiieriieieiecieeeee ettt

USE OF TECHNOLOGY ....cuviniiiiiniiiiiniiiiiiiiiiinininien et enseaseneenees
Demonstrates reqUITed SKIlLS ........covvieriieieieiieiecee et
Adapts t0 NEW tECANOIOZIES .....eevveiiriieiietieie ettt ettt et e e te et este e b e eaeessesseensesseensesseensas
TroubleShOOtS PIODICINS .......ecuvieiieiieiieiecte ettt ettt ettt e et este et e beesbesbaesaesseessesseessesseeseas
Uses technology to increase ProduCtiVity .........ceoveeeerirerierieieeecriesereee et

Keeps technical sKills Up t0 date .......ccvevieiiiiiieieriieiereeiese ettt sbe et aeesaenes

DEVELOPMENT PLANS

FUTURE GOALS

EMPLOYEE COMMENTS
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EMPLOYEE ACKNOWLEDGMENT

I have reviewed this document and discussed the contents with my supervisor. I acknowledge that I have been advised of my
performance status, which does not necessarily imply that I agree with the evaluation.

Employee signature/Date
REVIEWER COMMENTS

Reviewer signature/Date



SAMPLE PERFORMANCE EVALUATION FORM

PROFESSIONAL/TECHNICAL PERSONNEL

Employee name:

Employment start date:

Job title:

Department:

Review period start:

Review period end:

Last review date:

Reviewer name:

Reviewer title:

PERFORMANCE COMPETENCIES

ANALYTICAL SKILLS ...otitiitiiiiniiiiiniiiiiiiiiitin et earienreensaseneastnensenensens
Synthesizes complex or diverse iNfOrmation..........eecueeieiereeienieiieneeieste ettt
Collects and 1eSearches data............coeveeierieieiiiiiiieecee et
Uses intuition and experience to complement data ...........ccoeevereeriiieeiienieneneeseee e
Identifies data relationships and dependencies............coeevuerirrierieniinieieneeee e

Designs WOrkflows and proCeAUIES...........ceouerieriirierierieriertteie sttt ettt sttt seeeneas

INITTATIVE ..oiiiiiiiiiiiiiii ettt st et ea s e e sa e sas e easaeasanensans
VOIUNLEETS TEAAILY ...ttt sttt sttt ettt sttt et seeeneas
Undertakes self-development aCtiVItIes........c..ccueeririrenieieieirininesiestee et
Seeks increased reSPONSIDIILIES .........coeruiruiriiiiiiiniitieteee ettt
Takes independent actions and calculated TiSKS ..........coceevirieiiirieniiiiiec e
Looks for and takes advantage of OpPOITUNILIES .......cc.evueeriiruieiieriieieeieie et

Asks for help When Needed ..........ccoiririiiiiiiiiice et

INNOVATION ottt e s s s s s e bttt taeenens
Displays original thinking and CreatiVIt ............ccoceririririirieiirininenerteeee e

Meets challenges With reSOUrCEfUINESS ........c..ccvviririininiiiiiiiiinneececee e
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Generates suggestions for IMProving WOTK ...........ccveverieriinierienieie ettt

Develops innovative approaches and ideas ...........cuevvereerierierienieriieeeieseeieeeeee et eeeseeenees

JOB KNOWLEDGE .......ciiiiiiiiiiiiiiiiiiii e
Competent in required job skills and KNnowledge ...........cecevievieiieniinienienieeeeee e
Exhibits ability to learn and apply new SKillS...........cccevieriirierienieiieieiesceeeee e
Keeps abreast of current developmEnts............cecvieierierieiienieie ettt
Requires minimal SUPEIVISION ......ccvevieriieierieeiieteeeeieseetesteeaeseeeaesseesseseeesseeseensesseensesseensesseenss
Displays understanding of how job relates t0 Others..........occvevierieriieienieieeeeee e

USES 1€SOUICES CITECIVELY ... iiuiieiieiiciieiietiee ettt st eeeneas

JUDGMENT ...ttt ettt ettt e e s et s sanenstsnsanensnetnsasanen
Displays willingness to Make dECISIONS .....cc.eviervirierierierieeieie ettt seere et ee e eaeseeeseseeeneas
Exhibits sound and accurate jud@ment ............ccecueeierierierieeienie sttt eeeee e seeeneas
Supports and explains reasoning for dECISIONS. ........c.eeierierierierieiierieieseeie e eee e ete e eaeseeeneens
Includes appropriate people in decision-making ProCess ...........ccververeeriereerueseerieseesueseeseeseeennas

MaKes tIMELY AECISIONS .....eveeuiieieieeiieieetteieeerete et eiesteeaesteeaesseesseeseessesssesseassessesseensesseessesseenss

ORAL COMMUNICATIONS .. .ottt taseneanenes
Speaks clearly and PersuASIVELY ........ecveiieriieieieieeieee ettt ettt et sre s be s e nraeneens
Listens and gets Clarification............ccuecuieierieiiieriiciee ettt ae et esseensessnennas
ReESPONAS WEll 10 QUESTIONS .....vevreeieiieiietieieeiteteeteeie st et e et eaeseeessesseessesesesseeseensesseensesseensesssensas
Demonstrates group presentation SKillS...........ceecuieiererieniisiiene et

Participates iN MEETINGS ....cc.eevirvierieriieieeieiesteteetesteseesteeseeaesseeseeseessesssesseessessesseensesseesesseenses

PLANNING & ORGANIZATION ...ouiiiiiiniiiiiiiiiiiiiiiiiiiiiiiniieneniieinenesaenenesaens
Prioritizes and plans WOTK aCtiVItICS......ccuerievierieiesiieieseeteee ettt et ebesteebe e esesseesesseens
Uses time efFICIENTLY ......iiiieieieie et e
Plans for additional FESOUICES .........c.eruiiiriiriiieieiieieeeee ettt
Integrates changes SMOOTNLY .....c..cveiiiiiiiiee et
Sets Z0alS AN ODJECHIVES...e.veueeuieiieiiiteeiertet ettt ettt ettt

Works in an organized MANMET............c.cooiriirieieiiieieteetee ettt eneene

PROBLEM SOLVING ....uiuiiiitiiiiiiiiiiiiiiiiiitiiietattittaenetesaeneneeaenenesacnenees
Identifies problems in a timely MAaNNET ...........ccoviiiiiririeieeeeeee e
Gathers and analyzes information sKillfully............ocooiriiiiiiiiiii e

Develops alternative SOIULIONS .........co.iiirierieieieieii ettt seeneas
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Resolves problems in €arly StAZES.......ccueeierierieriieieie ettt ettt sttt eneas

Works well in group problem-solving SItUAtIONS ..........ccecveruieriereerienienieneeieeeeeeeeeieeeeeeseenees

L0107, N 17 0
Demonstrates accuracy and thoroUZhNESS.........cc.oviiiiiiieriirieie et
Displays commitment t0 €XCELIENCE. .......c.eeiiriieiieiieieeieieeceie ettt
Looks for ways to improve and promote qUality...........ccecerieriereeriinienieneerieeeeie e eee e
Applies feedback to imProve Performance.........c.eeveriereerierieriereerieeeeneseeieeeeseeseeaeseeeseseeeneas

Monitors OWn WOrK t0 €NSUIE QUALILY......c..evverierieeieieiieieeieieseereeeeteseeeseeseessesseensesseensesseensas

TEAMWORK .....ccitiniiiiiiiiiiiii ettt et ea e ensaetnsasanenstensanensnes
Balances team and individual reSponsibilities...........cevverierieriereeniieieieceeie et
Exhibits objectivity and openness to Others’ VIEWS........c.ccueeveriereerienierierrerieeeenieseessesseesesenennes
Gives and welcomes fEedDACK .........cccoviriiriiiiiiiiieee e
Contributes to building a positive t€amM SPITit.........c.ecerieerierierierierieeerieseeieeeeneeseesaeseeseseeenees

Puts success of team above OWIN INLETESES ........ecevvieirieerieerieeieeeteeereeeteeeereeeeeeereeereeereeereeereeennees

USE OF TECHNOLOGY ....cuviniiiiiiiiiiiiiiiiiiiiiiininini et e enseneenees
Demonstrates reqUITed SKIlLS ........covvieriieieieiieiecee et
Adapts t0 NEW tECANOIOZICS ....vecvieiiriieiietieie ettt ettt et se et e s e et e ee e b e eteessesseensesseensesseensas
Troubleshoots technological Problems...........cceecuirierierieriieierie et ennes
Uses technology to increase ProdUCTIVILY .......ccvervieverierierieeiesieseeieeeeseeseeeseereessesseesesseessessnensas

Keeps technical SKills Up 10 date .....ccvevieieiieiieiieieie sttt eeenaas

WRITTEN COMMUNICATIONS .iiiitiiiiiiiiiiiiiittttttiiiiiiiiinnteeeeeceessesssnsnsssssccces
Writes clearly and informatively ........cocooioerieieiiiiieeee e
Edits work for spelling and grammar............c.ccceoiiiriiineneeeeeeee s
Varies Writing Style t0 MEEt NEEAS .....couerveieieiriiiieriteee ettt eie

Presents numerical data effectiVely .........ooiiirieieiiiiieee e

DEVELOPMENT PLANS

FUTURE GOALS
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EMPLOYEE COMMENTS

EMPLOYEE ACKNOWLEDGMENT

I have reviewed this document and discussed the contents with my supervisor. I acknowledge that I have been advised of my
performance status, which does not necessarily imply that I agree with the evaluation.

Employee signature/Date

REVIEWER COMMENTS

Reviewer signature/Date



SAMPLE PERFORMANCE EVALUATION FORM

MANAGEMENT PERSONNEL

Employee name:

Employment start date:

Job title:

Department:

Review period start:

Review period end:

Last review date:

Reviewer name:

Reviewer title:

PERFORMANCE COMPETENCIES

COMMUNICATIONS. ..ottt ettt et eas e et easaeneastneas
Expresses ideas and thoughts verbally ..........c.cceoiiiiiiniiiiiiiieeee s
Expresses ideas and thoughts in WIitten fOrm ...........ccooeeviriiiiiniiiinieieeceeeee e
Exhibits good listening and comprehension............eecueveerierieiienieniieeeeeecee e
Keeps others adequately InfOrmed .........co.eooerieriiiiiiiiee e

Uses appropriate communication Methods...........coveriiiiiriiiiiiiiiieieeeeee e

COST CONSCIOUSNESS ...ttt a e
Works within approved BUAEEL ..........ccceeieiiiiieiiiee et
Conserves organizational TESOUICTES ..........coueverruirueriinerteteteiteeeteerestesseeeseesteteetesaesressesenneneenens
Develops and implements COSt-SaVING MEASUIES.........evveeruerueeruerieeeerieeneereeetesseeseseeensesseesesseenees

Contributes to profits and FEVEIUE .........cc.eoveieiriiiriinenietctetet ettt

DELEGATION .....iuitiiiiiiiiiiiii et s st eenens
Delegates WOTK aSSIZIIMEILS ......cc.eeuiruiriirieieieiieieite ettt ettt ettt ettt ettt see b s s eneeaees
Matches the responsibility to the PErSOM ......c..ccvviiiriiiniiiiiciiirrre e
Gives authority to work independently ...........c.ccccooeririniriiniiiiinnecceeeeeeeeee
Sets expectations and monitors delegated aCtiVItIES ........covevereiririninenienieeei e

Provides recognition fOr TESUILS........cccviriirieiiiriiiriinertet ettt
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JOB KNOWLEDGE .......ciiiiiiiiiiiiiiiiiiii e
Competent in required job skills and KNnowledge ...........ceceeievierieniinienienieieeee e
Exhibits ability to learn and apply new SKillS...........ccceveeriirienierieieieieseeeeee e
Keeps abreast of current developmEnts............cecvieierierierienieie ettt
Requires minimal SUPEIVISION ......cc.evuieruietieieeiieieetietestetestteteseeeee st eseseeensesseensesseensesseensesseensas
Displays understanding of how job relates to Others..........occveverieriirienienieieeee e

USES 1€SOUICES CITECHIVELY ... iiuiieiieiiiiiieieetiee ettt sttt eneas

JUDGMENT ...oniiiiniiiiiiiii ettt et et it e s et e e e enstesnsaensnetnsasenen
Displays willingness to Make dECISIONS .....ccvevievieierierieieeieie sttt se et ae e ae e esseseeeneas
Exhibits sound and accurate jud@ment ............ccecueeieriereerieeieie et ee e eaeseeeneas
Supports and explains reasoning for ECISIONS..........cueeierierierierieiiesieiese e se e aeseeeneens
Includes appropriate people in decision-making ProCess ...........ccververeervereerieeeerieseesreseesseseeennas

MaKes tIMELY AECISIONS .....eveeuiieieiieriieieetieieseeeteeteeteseebeeteeaesseessesseensesseesseessessesseensesseensesseensas

| 91 2N D) D0 20T 5 1
Exhibits confidence in self and Others..........c.cccoviiiriiiniiiiiieee e
INSPIres reSPECt AN tIUSE......eeuvieeieieeieieetiete ettt ettt ettt e e e e e te e s e seeesbeeseessesseenseeseensesseansas
REACS WEll UNAET PIESSUIE....uvietieieriieiietieieeeteteeteeieseete st eaeseeessesseessesssesseessessesseensesseessesseenses
Shows cOUTage t0 taKE ACTION .....eeiietieieriieieeieie sttt ettt e sbe e e e sae e s e steessesseensensaeneens

Motivates others t0 Perform Well .........c.ocvevierieriiiieiecieieet et

MANAGING PEOPLE......c.cciiiiiiiiiiiiiiiniiinninn ettt ea e
Provides direction and gains COMPIIANCE ........c.ecvieierierieriieieie sttt eee e seeennes
Includes subordinates in PIANMING ........cceruirierieieieiieire ettt
Takes responsibility for subordinates’ aCtivities ...........eoerverieeririnerienieieeeeeeeese e
Makes self available to SUDOTAINALES ........cc.eoveuieiriiiiiiieeee e
Provides regular performance feedback ...........cccooiririiinieneieieee e

Develops subordinates’ skills and encourages Srowth ...........cccceoverinininieneneinceeeeeeee

PLANNING & ORGANIZATION .. uiiiiiiiiiiiiiiniiiiiiieiiieneiiieterstonsssenssasenssnsnss
Prioritizes and plans WOTK aCtiVItICS......ccuerievierieierieieseeieee ettt et e ste e veese e ebeesaeseeseens
Uses timMe effICIENTLY ...o..ieiieieieee et
Plans for additional TESOUICTES ..........eeuiiuirieieieiieieeie ettt ettt sttt ettt be s seeneas
Integrates changes SMOOHLY ....c.coouiriiiiiiiiiii e

Sets Z0alS AN ODJECLIVES ...e.veueeuieiieiietieterteteie ettt ettt ettt se et b e ne s e
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Works in an organized MANMET...........cccueeierierieieeieieseete et eeeseeee et eeeseeebeeseessesseensesseensesseensas 1 2 3

PROBLEM SOLVING ...cuiuiiiiiiiiiniiiiniiiiiiieiittieneaeteastensteensasenenstsensanensaes 1 2 3
Identifies problems in @ tiMELY MANNET .........cceeruieieiierieieeieie ettt seeeneas 1 2 3
Gathers and analyzes information SKillfully...........ccocvvieiiniiiniiiiieeee e 1 2 3
Develops alternative SOIULIONS ........cceeruieierierieieeieiestete st eteseeee st eee st ebeeseesaesseensesseensesseensas 1 2 3
Resolves problems in €arly STAZES.......c..coueveieiriiiriinertee ettt 1 2 3
Works well in group problem-solving SitUAtIONS ..........ccceeveieeriririrenenieeeieeee e 1 2 3
(01 0.V 53 1 N 1 2 3
Demonstrates accuracy and thOroUZhNESS.........cc.ovveriirieriirieieieee e 1 2 3
Displays commitment t0 €XCELIENCE........cvevuiriieiieieieeeeieeteie et eneas 1 2 3
Looks for ways to improve and promote qUAlIty...........cecverierierierieniienieneeieeeeseseeee e eeeseeeneas 1 2 3
Applies feedback to iMProve Performance...........eeververierieeierierierieeeerieseeieeeeeeseeaeseeeseseeeneas 1 2 3
Monitors OWn WOrK t0 €NSUIE QUALILY......c.eevverierieeieieiieieeieieseeaeeseeteseeeseeseessesseesesseensesseensas 1 2 3

DEVELOPMENT PLANS

FUTURE GOALS

EMPLOYEE COMMENTS

EMPLOYEE ACKNOWLEDGMENT

I have reviewed this document and discussed the contents with my supervisor. I acknowledge that I have been advised of my
performance status, which does not necessarily imply that I agree with the evaluation.

Employee signature/Date
REVIEWER COMMENTS

Reviewer signature/Date
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