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2014 Performance Evaluation & Annual Plan – Associate
	Associate 
	
	Title
	

	Period Covered
	
	Supervisor
	

	Due Date
	
	Evaluation Date 
	


The purpose of our annual performance evaluation is to help every associate succeed and reach their potential.  To that end, each manager will reflect on the last year’s performance as they help this associate plan for the coming year.

	Part I:  The Orvis Culture: Core Values/Pathways to Excellence


1. Our Core Values and Pathways to Excellence are the basis for all we do.  They are:
	Our Core Values:
	The Customer Is Always Right: displaying this commitment to exceeding expectations with other departments, co-workers, and other locations, as well as external customers.

	
	Pride of Ownership: strives for perfection in the customer service we provide, helps to propel the department’s growth, and the pride among the team; is proud of Orvis products and services.

	
	Integrity and Mutual Respect: provides honest assessments; strives to earn and keep credibility in all interactions; treats all contacts at all levels with respect.

	
	Performance: consistently performs well and contributes to the common goals; uses KPMs to improve business within their specific area of influence.

	
	Giving Back-Achieving A Higher Purpose: works to leave the world to which we owe our livelihoods a better place.

	Our Pathways to Excellence:
	Propel The Orvis Brand: finds and uses opportunities to reinforce our brand through their specific area of work.

	
	Implement Your Ideas: The IFB: proposes ideas to improve processes, procedures, and products within their area of responsibility and champions them, even if the ultimate results fall short of the goal.

	
	Take Ownership: demonstrates behavior which is responsible, dependable, and accountable for their actions.  Takes initiative and asks for clarity when needed.  Helps each and every co-worker to succeed.

	
	Be Customer-Centric: considers their customers – internal and external – in their ideas and suggestions; thinks like the customer.

	Which Core Value(s)/Pathway(s) to Excellence does this associate demonstrate on the most consistent and notable basis?  Please comment on how this associate lives the value on a daily basis in their work.

	

	Which Core Value(s)/Pathway(s) to Excellence could this associate demonstrate on a more consistent and notable basis that would have the greatest positive impact on their work in the coming year?  Please comment on how demonstrating this behavior could positively impact their overall contribution to their work.  

	

	Part II:  KPMs


	
	2013 KPMs
	Results / Comments

	Financial
	
	

	Quality
	
	

	Strategic Initiative/
Other
	
	


	 
	2014 KPMs
	Action items, tools, tactics to reach KPMs

	Financial
	
	

	Quality
	
	

	Strategic Initiative/
Other
	
	


	Part III:  Current Job


1. List this associate’s accomplishments in their work (in order of importance) for the last year.  Describe their greatest strength(s).  How did those factors present themselves this year and what was the impact?  How has this impacted their department?
	


2. In what areas, if any, did this associate’s performance not meet expectations during the last 12 months?  Were there specific goals that were unmet?  If these were critical areas which could lead to overall unsatisfactory job performance, they should be clearly described here. 
	


3. Summarize the 2 or 3 key elements from this year’s performance to form the associate’s focus for the coming year.  How would this benefit the associate and their department?
	


	Part IV:  Short- & Long-Term Career Development


1. What are the short-term (1-3 years) and long-term (4+ years) Orvis career goals for this associate? Are there other areas within your department or other parts of the company that would be a good fit for their skills?  Use this section to provide feedback to the associate on how best to achieve their short- and long-term career goals. Identify how this will positively impact the associate’s performance.
	


	Part V:  Personal Development


1. Restate and evaluate the associate’s progress on the Personal Development Goal from 2013 Evaluation.

	


2. Identify a personal development goal for 2014.  This goal should improve this associate’s skill set by learning something new or accomplishing something outside the parameters of their regular job responsibilities.  It should “stretch” or “challenge” their existing skill set/possible career options.
	

	
	Please mark (x) if HR assistance is needed with finding a course, scheduling, etc., for this goal.


	Part VI:  Summary / Comments

	Supervisor:
	

	Associate:
	


	OVERALL: Considering their performance, length of Orvis Service, time in the job, and compensation, this associate: (Please select one of the following.)

	
	Exceeds expectations in this position.

	
	Meets expectations in this position.

	
	Is not fully meeting expectations in this position.


	Associate’s Signature
	
	Date
	

	Supervisor’s Signature
	
	Date
	

	Dept. Mgr’s Signature
	
	Date
	

	HR Review / Receipt
	
	Date
	


By signing this document, the Associate confirms that they have received and understand the contents of this evaluation.  Any disagreement on its content should be noted in the final comments section above.
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