
	Employee Performance Evaluation

	Employee’s Name:  

ID#:  
	Title: 


	Position Number:  D

	Department/Office and School: 


	Evaluation Period
From:
                              To:   
                            
	Evaluation Date:  



	Performance Ratings

Performance evaluation comments and ratings are intended to summarize performance discussions that have taken place throughout the review period. 

When an employee’s cumulative performance meets the expectations described, the appropriate employee rating is “Successfully performs to standard.”  An employee with this rating may have performed exceeding levels periodically during the evaluation period.

Employee’s whose performance is rated as “Consistently exceeds expectations” must have demonstrated cumulative performance reflecting that they have surpassed the standards routinely.  

Employees rated as “Not consistently performing to standard” in two or more of the expectation areas will have demonstrated cumulative performance reflecting that performance falls below standard about as much as performance is successful.  
An employee who is rated as “Consistently falls below standard” in two or more performance expectations typically has received coaching or formal reprimand.  


	PERFORMANCE EXPECTATIONS

	PERFORMANCE DEMONSTRATED DURING REVIEW PERIOD:  Comments and/or Examples
	RATING

	1.  Quality of Work
Overall quality in work product and delivery.  Competency, accuracy, thoroughness, and professionalism in projects, e-mails, documents, etc.
	
	 FORMCHECKBOX 
   Consistently exceeds    expectations
 FORMCHECKBOX 
   Successfully performs  to standard
 FORMCHECKBOX 
   Not consistently performing to standard
 FORMCHECKBOX 
   Consistently falls below standard

	2.  Productivity
Efficiency and consistency in completing projects, assignments and directives.    Meets volume of work expectations and uses time effectively.  Ability to plan projects and meet schedules and deadlines.  Delivers results according to plan(s). 
	
	 FORMCHECKBOX 
   Consistently exceeds    expectations
 FORMCHECKBOX 
   Successfully performs  to standard
 FORMCHECKBOX 
   Not consistently performing to standard
 FORMCHECKBOX 
   Consistently falls below standard

	3.  Applied Job Knowledge
Demonstrates expertise in performing the required duties of the position and, as appropriate, directs and trains others in fulfilling the requirements of their positions.  Stays current with technical and other developments within the field.
	
	 FORMCHECKBOX 
   Consistently exceeds    expectations
 FORMCHECKBOX 
   Successfully performs  to standard
 FORMCHECKBOX 
   Not consistently performing to standard
 FORMCHECKBOX 
   Consistently falls below standard


	4.  Interpersonal/Communication Skills
Effective written and oral communication skills.  Provides information that is clear and concise and encourages collaboration and sharing of information.   Demonstrates sensitivity and awareness in relating to people.  Listens well, gives and accepts feedback effectively.  Develops and maintains positive internal and/or external professional relationships.  Responds to voice-mail and e-mail in a timely manner.
	
	 FORMCHECKBOX 
   Consistently exceeds    expectations
 FORMCHECKBOX 
   Successfully performs  to standard
 FORMCHECKBOX 
   Not consistently performing to standard
 FORMCHECKBOX 
   Consistently falls below standard

	5.  Initiative and Problem Solving Skills

Identifies and defines problems; develops and implements effective/creative solutions to existing and new situations.  Ability to recognize what needs to be done and moves forward taking appropriate action and independent initiative. 
	
	 FORMCHECKBOX 
   Consistently exceeds    expectations
 FORMCHECKBOX 
   Successfully performs  to standard
 FORMCHECKBOX 
   Not consistently performing to standard
 FORMCHECKBOX 
   Consistently falls below standard

	6.  Adaptability

Ability to adapt and adjust to new work requirements and situations.  Remains open to change occurring in the University community.  Moves towards accepting change in a professional manner.   

	
	 FORMCHECKBOX 
   Consistently exceeds    expectations
 FORMCHECKBOX 
   Successfully performs  to standard
 FORMCHECKBOX 
   Not consistently performing to standard
 FORMCHECKBOX 
   Consistently falls below standard

	7.  Leadership

Accepts responsibility, demonstrates commitment and provides leadership through personal example, setting expectations and holding staff accountable.  Supports and contributes to the achievement of goals and objectives for the unit through recognizing priorities and workplace challenges.  Develops team work.  Utilizes collaboration to achieve results by managing strengths of the team.
	
	 FORMCHECKBOX 
   Consistently exceeds    expectations
 FORMCHECKBOX 
   Successfully performs  to standard
 FORMCHECKBOX 
   Not consistently performing to standard
 FORMCHECKBOX 
   Consistently falls below standard

	8.  Fiscal Resource Management

Effectively manages allocated budget(s) and/or resources.  Demonstrates fiscal responsibility, plans and controls expenditures and materials.  Understands and manages risk.  Conducts activities in an environmentally and economically sustainable manner.  
	
	 FORMCHECKBOX 
   Consistently exceeds    expectations
 FORMCHECKBOX 
   Successfully performs  to standard
 FORMCHECKBOX 
   Not consistently performing to standard
 FORMCHECKBOX 
   Consistently falls below standard

	9.  Human Resource Management
Achieves results by managing the efforts of faculty, staff and students.  Encourages professional development of subordinates.  Creates a fair and equitable working environment by fostering and modeling trust and respect.   
Provides ongoing feedback that is timely, constructive, and useful to employees, completes annual performance evaluations on time.  Possess general knowledge of  HR policies and/or refers people to appropriate staff resources.   
	
	 FORMCHECKBOX 
   Consistently exceeds    expectations
 FORMCHECKBOX 
   Successfully performs  to standard
 FORMCHECKBOX 
   Not consistently performing to standard
 FORMCHECKBOX 
   Consistently falls below standard

	10.  Optional Factor(s)
Other factor(s) that may be relevant to this position


	
	 FORMCHECKBOX 
   Consistently exceeds    expectations
 FORMCHECKBOX 
   Successfully performs  to standard
 FORMCHECKBOX 
   Not consistently performing to standard
 FORMCHECKBOX 
   Consistently falls below standard


	11.  Specific Achievements:  Record incidents of positive and/or successful job performance during the performance period (include details and dates) 


	12.  Strengths:  As related to the job 



	13.  Areas for Improvement:  Record any incidents that did not go well during the performance period (include details and dates)


	14.  Performance Goals for the Next Evaluation Period:  Update position description as appropriate


	15.  Training and Development Suggestions


	OVERALL PERFORMANCE MESSAGE FOR THE PAST YEAR:      


	Supervisor’s Name (Print or Type)
	Supervisor’s Title
	Supervisor’s ID #
	Supervisor’s Signature*
	Date


	Employee’s Comments:  (Optional) (Use additional sheets as necessary to be attached to review for file) 


	This performance evaluation was discussed with me on the date noted above.  Your signature indicates neither agreement nor disagreement with this evaluation, but it does indicate that you have read the evaluation and it has been discussed with you.

	Employee’s Signature*


	Date 

	Next Level Management’s Comments (Optional):  (Reviewer should be supervisor’s superior)


	Next Level Management Name (Print or Type)
	Title
	Signature*
	Date 



	HR Reviewer’s Name 


	Reviewer’s Title 
	Reviewer’s Signature*
	Date 


* Signed Original to HR ___   Copy to Supervisor ___   Copy to Employee ___
