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Ohio Board of Regents
	TEAM MEMBER EVALUATION



Purpose: To assist the project manager with gauging the individual team members’ effectiveness and contributions to the project. The project manager should evaluate every member of the team prior to the project ending or the team member leaving the project. This information may be used as input for the organization’s performance evaluation process.

	Team Member:
	

	Project Name:
	

	Project Manager:
	

	Evaluation Date:
	


	Respond with a grade from 1 to 5 to the following statements about the Team Member: (1 = low, 5 = high)
	1
	2
	3
	4
	5
	Comments

	Displayed a commitment to the project.
	
	
	
	
	
	

	Clearly communicated issues and took action as necessary. Was proactive and results oriented.
	
	
	
	
	
	

	Met due date commitment or provided the best possible alternative if the original due date could not be met for their work.
	
	
	
	
	
	

	Communicated within the team environment appropriately.
	
	
	
	
	
	

	Maintained strong leadership at times and support of the project team; set an example of flexibility.
	
	
	
	
	
	

	Effectively utilized project tools when applicable, i.e., status reports, project schedule, project repository.
	
	
	
	
	
	

	Communicated any risks to the project objectives or milestone appropriately.
	
	
	
	
	
	

	Used effective escalation of changes in the project.
	
	
	
	
	
	

	Conducted timely project meetings and conference calls with team members; had control of meetings.
	
	
	
	
	
	

	Provided feedback and suggestions for improvement during the project.
	
	
	
	
	
	

	Performed in a courteous and professional manner.
	
	
	
	
	
	

	Added value to the project.
	
	
	
	
	
	

	Had good knowledge of products and services involved in the project.
	
	
	
	
	
	

	Showed sound and appropriate decision-making during the project.
	
	
	
	
	
	


	Additional Comments

	<List any additional information relating to this individual and their performance.>  
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