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ANNUAL 
LEADERSHIP REPORT FORM

Instructions:  Please complete this form in its entirety and submit it to your team overseer.  Please print clearly or complete document electronically.
Date: _________
Name__________________________________________________________________

Email Address ________________________ Phone Number ___________________

Ministry/Team Name ____________________________________________________
Part I:  Team/Ministry/Small Group Overview

My team/small group/ministry’s purpose statement is:

My team/small group/ministry’s top 3 accomplishments for 2008 were:

1-

2-

3-

My team/small group/ministry’s greatest challenges in 2008 were:

1-

2-

3-

My team’s plans to become more effective in 2009 include:
Part II:  Leader’s Self-Evaluation (Please note, this information will not be circulated to the church but is for the Apostle and leadership team to review only).

On a scale of 1 to 5, please circle the number that best corresponds with your overall assessment of your success in this leadership role in relation to the areas described below.  
For any area where a 5 or a 1 is indicated, please include a statement of explanation:

5=Very Successful; 4=Successful; 3=Neutral; 2=Not Successful; 1=Very Unsuccessful

Effective/Timely Communication with team


5   4   3   2   1
Planning and Follow Through 




5   4   3   2   1
Supporting the PCCI mission through team activities

5   4   3   2   1
Ability to meet dates and deadlines



5   4   3   2   1
Ability to meet team/ministry goals



5   4   3   2   1
Faithfulness/Commitment to the team



5   4   3   2   1
Interpersonal Skills





5   4   3   2   1
Attendance at Leadership Meetings



5   4   3   2   1
Additional Comments:

Thank you for all that you do on behalf of PCCI and its ministries! 

Please submit this form to your team overseer within 7-10 days.

Please meet with your team to complete part III of this report.  After completion please submit the complete report to your team overseer.

Part III Team Goals for (current year) _____ – Please list your team goals for the most recent 12 month period. If you need assistance on how to formulate these goals please review pages 4-5 (addendum) with your team.
The goals for the ___________________________ team are as follows:
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ADDENDUM

Developing Team Goals—please use the following guidelines in formulating your team goals.  
Goals should be: 

S - specific, significant, stretching

M - measurable, meaningful, motivational

A - agreed upon, attainable, achievable, acceptable, action-oriented

R - realistic, relevant, reasonable, rewarding, results-oriented

T - time-based, timely, tangible, trackable

Specific 
Goals should be straightforward and emphasize what the team wants to happen.  Specifics will help the team to focus its efforts and to clearly define what they are going to do. Specific is WHAT, WHY, and HOW.
WHAT are you going to do? Use action words such as direct, organize, coordinate, lead, develop, plan, build etc.  WHY is this important to do at this time? What do you want to ultimately accomplish?  HOW are you going to do it? 
Be sure that the team goals are significant to the team’s purpose.
Measurable 
If you can’t measure it, you can’t manage it.   Measurement builds in a way to know if and when the team has succeeded in accomplishing a specific goal.  To help you build measurement tools within your goals answer the question: How will we know if we have succeeded in fulfilling this goal? 
Establish concrete criteria for measuring progress toward the attainment of each goal you set. When you measure your progress, you stay on track, reach your target dates, and experience the exhilaration of achievement that spurs and motivates you on to continued effort required to reach your goals.

Attainable 
When you identify the specific goals most important in fulfilling the team’s purpose you’ll begin to figure out ways to make them come true.  A goal needs to stretch you slightly but not overwhelm you.  You should feel you can do it and be willing to commit to it.  Even if you start with the best of intentions, goals set too far out of reach for the team probably won't get the commitment required to complete them.  

Realistic
This is not a synonym for “easy”.  Realistic, in this case, means "do-able." It means that the learning curve is not a vertical slope; that the skills needed to do the work are available; that the project fits with the overall vision, strategy and goals of the organization. A realistic project may push the skills and knowledge of the people working on it but it shouldn't break them.

Devise a plan or a way of getting there which makes the goal realistic. The goal needs to be realistic for you as a team and where you are at the moment.  Be sure to set goals that you can attain with some effort! Too difficult and you set the stage for failure, but too low sends the message that you aren't very capable. Set the bar high enough for a satisfying achievement!
Timely

 Set a timeframe for the goal: for next week, in three months, by June 15th.  Putting an end point on your goal gives you a clear target to work towards.  If you don't set a time, the commitment is too vague. It tends not to happen because you feel you can start at any time. Without a time limit, there's no urgency to start taking action now.

SMART Goal References:

 http://www.goal-setting-guide.com/smart-goals.html                                                                         www.projectsmart.co.uk/smart-goals.html 
- pg. 2 - 

