
Committee Member Evaluation Implementation

The purpose of this Committee Member Evaluation Policy is to establish a systematic approach
for evaluating the performance and contributions of committee members. This policy aims to
ensure that committee work is effective, members are engaged, and the committee’s goals are
met. Regular evaluations will help in recognizing achievements, addressing challenges, and
improving overall committee performance.

Evaluation Frequency

Annual Evaluations: Committee members will be evaluated on an annual basis,
typically at the end of the calendar year.

Evaluation Criteria

Evaluations will focus on both individual member performance and the overall effectiveness of
the committee. The criteria include:

Attendance and Participation: Regularity of attendance at meetings and active
participation in discussions and decision-making processes.

Contribution and Engagement: Quality and relevance of contributions to committee
work, including ideas, volunteer hours, recommendations, and problem-solving efforts.

Collaboration and Teamwork: Ability to work effectively with other committee
members, demonstrate respect, and contribute to a positive working environment.

Meeting Deadlines: Timeliness in completing assigned tasks and meeting deadlines.

Adherence to Roles and Responsibilities: Fulfillment of specific roles and
responsibilities as defined in policy or terms of reference.

Initiative and Leadership:Willingness to take initiative, demonstrate leadership, and
assume additional responsibilities when needed.

Evaluation Process

Preparation: Committee members and evaluators should prepare by reviewing meeting
records, contributions, and any self-assessment forms if applicable.

Self-Assessment: Committee members may be asked to complete a self-assessment form
to reflect on their performance and contributions.



Review Meeting: A formal review meeting will be held between the committee member
and the designated evaluator. Performance will be discussed, feedback will be provided,
and future expectations will be clarified.

Documentation: A written evaluation report will be prepared, summarizing the
feedback, achievements, and areas for improvement. Both the committee member and
evaluator will sign the document to acknowledge receipt and understanding.

Follow-Up: Action plans for improvement, if necessary, will be developed, including
setting specific goals and timelines for follow-up.

Feedback and Development

Constructive Feedback: Feedback will be specific, actionable, and focused on behaviors
and contributions. Both strengths and areas for improvement will be addressed.

Development Plans: Committee members identified as needing improvement will work
with the committee chair or evaluator to develop a plan, including clear objectives and
support resources.

Training and Support: The organization will provide training and resources to support
committee members in their roles and improve their effectiveness.

Confidentiality

All evaluations and related documents will be kept confidential and accessible only to the
committee member, evaluator, and authorized Human Resources personnel.

By implementing this policy, the organization aims to enhance the effectiveness of its
committees, foster a culture of accountability and continuous improvement, and ensure that
committee work aligns with the organization’s objectives.


