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EMPLOYEE'S NAME:
TITLE:  


SUPERVISOR'S NAME:
DEPARTMENT:


REVIEW PERIOD: 

	AGENDA

	· Discuss the primary responsibilities and how they relate to unit objectives.   

	· Discuss strengths/areas for growth in the performance categories.

	· Discuss accomplishments from the past year.
 

	· Discuss possible ways to improve performance.


	· Discuss barriers to effective work performance and job satisfaction in the past year.


	· Discuss goals and needs for the next review period.


	· Discuss long-term career goals and development needs to achieve them.


	· Discuss feedback/suggestions for supervisor.


	· If applicable, discuss funding status and relationship to the University, i.e. probationary, specified term, career, etc. 



	· Review and update job description.  Review licensure/certifications if applicable.  


	· Discuss anything else the employee or supervisor would like to address.  Encourage employee to complete employee comments section.


	· Complete Performance Appraisal forms.
Attach supplementary documents: employee self-evaluation and goals, performance-improvement plan, revised job description and/or other accompanying documentation of performance.
 


I certify that I have read the contents of this document and reviewed them with my supervisor/employee.

Signature of Employee:
Date:


Signature of Supervisor:
Date:


Department Executive Officer:
Date:



Response Instructions:  Rate each characteristic according to the scale provided. 


	Job Knowledge
	Needs

Development
	→
	Quality

Performance
	→
	Distinguished

Performance
	n/a

	Demonstrates the knowledge and skill necessary to perform effectively.
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	Understands the expectations of the job and stays current with 

new developments, technologies and processes in area of responsibility.
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	Demonstrates interest in developing and extending professional knowledge.
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	Applies knowledge effectively given circumstances of varying situations.
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	Judgment 
	Needs

Development
	→
	Quality

Performance
	→
	Distinguished

Performance
	n/a

	Demonstrates maturity in solving problems and in dealing with people.
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	Anticipates and identifies problems; evaluates alternative solutions; and is open to new or different solutions.
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	Takes or recommends appropriate actions and determines which problems to handle independently and which to refer.
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	Delegates tasks wisely and follows up on tasks assigned to others. 
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	Teamwork and Communication 
	Needs

Development
	→
	Quality

Performance
	→
	Distinguished

Performance
	n/a

	Fosters a supportive work environment by establishing and maintaining effective working relationships with others.
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	Uses collaboration in problem-solving as appropriate.
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	Effectively communicates ideas and information in writing and/or orally as appropriate.
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	Shares information and resources.
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	Responds to requests for assistance and support from others in a helpful manner. 
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	Makes suggestions to improve the efficiency and effectiveness of the work unit with due concern for others on the team.  
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	Demonstrates respect for all individuals.  
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	Reliability and Commitment 
	Needs

Development
	→
	Quality

Performance
	→
	Distinguished

Performance
	n/a

	Works efficiently; uses time effectively; and maintains appropriate work schedule for the unit.  
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	Takes responsibility for meeting deadlines without sacrificing accuracy, quality, or service; assumes “ownership “ when appropriate.  
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	Takes initiative in addressing problems.
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	Can be counted on by others to complete assigned responsibilities on time.
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	Demonstratives commitment to Departmental, Collegiate, and University missions.  
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	Quality and Service 
	Needs

Development
	→
	Quality

Performance
	→
	Distinguished

Performance
	n/a

	Accurately and thoroughly completes work; meets service recipient and departmental expectations for quality/quantity of work.
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	Listens to and understands the needs of the service recipient, whether inside or outside the University; and responds to those needs.
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	Delivers work product and services to recipients in a way that reflects credit upon the unit and the University.
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	Demonstrates a positive attitude in providing services for external constituents, clients, and customers.  
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	Able to accurately interpret and respond to recipient needs.
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	Meets performance appraisal compliance as outlined in Collegiate strategic plan.  Completes self-evaluations on time.  Provides direct reports with quality and timely performance appraisals.
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	Position-Specific Factors

List major responsibility areas from job description.
	Needs

Development
	→
	Quality

Performance
	→
	Distinguished

Performance
	n/a

	1.
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	2.
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	3.
	[image: image169.wmf]
	[image: image170.wmf]
	[image: image171.wmf]
	[image: image172.wmf]
	[image: image173.wmf]
	[image: image174.wmf]

	4.
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	SUMMARY
	Needs

Development
	→
	Quality

Performance
	→
	Distinguished

Performance
	n/a

	OVERALL EVALUATION *
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* Additional Supervisor Comments (REQUIRED FOR OVERALL RATING OF Needs Development OR Distinguished Performance):  

Employee Comments:  


EMPLOYEE'S NAME:
TITLE:  


SUPERVISOR'S NAME:
DEPARTMENT:


REVIEW PERIOD: 

1. Describe your goals and accomplishments from the past year.

2. What were obstacles in accomplishing your job responsibilities? (i.e. workload, environment, resources)

3. What goals do you have for the next review period?   

4. What support do you need to achieve these goals? How can your supervisor help you be more effective?

5. In what areas do you plan to grow and develop? How will you achieve this?


EMPLOYEE'S NAME:
TITLE:  


SUPERVISOR'S NAME:
DEPARTMENT:


REVIEW PERIOD: 

In order of priority, list employee’s job responsibilities that need development.  Describe the specific improvement required and identify strategies to meet established standard of performance. Attach to employee’s performance appraisal.

Job Responsibility:

Improvement Required and Strategies to Meet Requirement:

Job Responsibility:

Improvement Required and Strategies to Meet Requirement:

Job Responsibility:

Improvement Required and Strategies to Meet Requirement:




CHECKLIST FOR PERFORMANCE APPRAISAL





   


PERFORMANCE APPRAISAL


Performance Categories





NEEDS DEVELOPMENT: 


Performance does not meet the established standard.  Employees at this level perform at a minimum qualified level; i.e. basic understanding of job standard but unable to perform this standard without assistance, monitoring or additional training.  This rating requires a Performance-Improvement Plan.


QUALITY PERFORMANCE:


Performance consistently meets the expected standard.  Employees at this level have a complete understanding of all aspects of the job and execute the duty as expected and communicated by their supervisor.  Performance at this level results in the successful completion of the job’s responsibility.  Employees require normal supervision and no additional training regarding job standard.  


DISTINGUISHED PERFORMANCE:


Performance consistently exceeds the expected standard of job responsibility.  All aspects of the job standard are fully understood and executed.  Such employees not only identify errors and problems but provide solutions and/or mechanisms for resolution.  Employee is considered a resource for expertise in this area.  








EMPLOYEE SELF-EVALUATION AND GOALS








PERFORMANCE-IMPROVEMENT PLAN


To be completed only if the appraisal includes one or more ratings of “needs development”. 
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