Scripps College

Performance Appraisal for Employee Development

Exempt
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SECTION I: EVALUATION OF GOALS AND OBJECTIVES

 Describe specific goals and evaluate how well the employee achieved goals for this period.
	


SECTION II: PERFORMANCE FACTORS 
In each performance factor, please rate the employee’s performance. Add explanatory comments and specific examples or illustrations from the evaluation period. 

Successful Performance:

Employee regularly and consistently meets and may exceed quality standards for the position; demonstrating a high level of proficiency in the competencies required in his/her job.   

Meets Most Requirements:

Employee demonstrates proficiency with essential job duties. Some areas of performance warrant attention and improvement to meet the quality standards for the position. Performance at this level is acceptable; however, more performance coaching may be required.

Needs Improvement:

Employee either (i) consistently falls below the quality standards for the position or (ii) demonstrates proficiency with some essential job duties, but has significant areas of performance that warrant attention and need improvement.  [If selected, rational must be documented in Section III]
Business Ethics:  Applies the College Code of Business and Ethics in all aspects of work; complies with all laws, regulations and policies.
 FORMCHECKBOX 
  Successful Performance
 FORMCHECKBOX 
  Meets Most Requirement
 FORMCHECKBOX 
  Needs Improvement

 FORMCHECKBOX 
 Not Applicable
Communication:  Demonstrates communication skills both orally and in writing; shares appropriate information with employees and senior management in a timely manner; conducts timely meetings; listens receptively to others’ input; openness to different viewpoints; communicates in a manner which demonstrates sensitivity to diverse backgrounds.
 FORMCHECKBOX 
  Successful Performance
 FORMCHECKBOX 
  Meets Most Requirement
 FORMCHECKBOX 
  Needs Improvement

 FORMCHECKBOX 
 Not Applicable

Fiscal Responsibility:  Anticipates, plans and manages the financial aspects of the position recognizing the benefits and impact on the department and the College by preventing waste and inefficiency.  (Supervisors/Managers/Directors)
 FORMCHECKBOX 
  Successful Performance
 FORMCHECKBOX 
  Meets Most Requirement
 FORMCHECKBOX 
  Needs Improvement

 FORMCHECKBOX 
 Not Applicable

Interpersonal Relations:  Respects and values the contributions of staff and others; builds positive and respectful working relationships within and outside of the department; creates an environment that fosters a high level of interaction and exchange of ideas; promotes a team environment and sense of “community;” demonstrates sensitivity to diverse backgrounds.
 FORMCHECKBOX 
  Successful Performance
 FORMCHECKBOX 
  Meets Most Requirement
 FORMCHECKBOX 
  Needs Improvement

 FORMCHECKBOX 
 Not Applicable

Job Knowledge:  Understands and applies processes and technical skills required for the position; stays up-to-date on best practices and trends as applicable to the department and/or position.
 FORMCHECKBOX 
  Successful Performance
 FORMCHECKBOX 
  Meets Most Requirement
 FORMCHECKBOX 
  Needs Improvement

 FORMCHECKBOX 
 Not Applicable

Leadership:  Models excellence in behavior and performance as expected from peers and staff; assumes personal ownership and accountability; manages and applies change in College priorities and goals; may include service on College or intercollegiate committees. (Supervisors/Managers/Directors) 
 FORMCHECKBOX 
  Successful Performance
 FORMCHECKBOX 
  Meets Most Requirement
 FORMCHECKBOX 
  Needs Improvement

 FORMCHECKBOX 
 Not Applicable

People Development:  Supervises and trains employees; sets goals, objectives, and expectations; gives encouragement and recognition; plans employee development activities; provides clear and timely feedback.  (Supervisors/Managers/Directors)
 FORMCHECKBOX 
  Successful Performance
 FORMCHECKBOX 
  Meets Most Requirement
 FORMCHECKBOX 
  Needs Improvement

 FORMCHECKBOX 
 Not Applicable

Planning and Organizing:  Identifies and develops departmental goals and objectives, the strategies needed to achieve those goals and objectives, and the plans to achieve them; executes, monitors, and evaluates progress towards meeting goals and re-strategizes as necessary; sets priorities and deadlines;  delegates; flexible in changing goals, objectives, and plans as necessary.     
 FORMCHECKBOX 
  Successful Performance
 FORMCHECKBOX 
  Meets Most Requirement
 FORMCHECKBOX 
  Needs Improvement

 FORMCHECKBOX 
 Not Applicable

Problem Solving and Decision Making:  Identifies and responds to problems quickly; anticipates potential problems and takes corrective action; conducts thorough examination of the problem and identifies and evaluates the most appropriate solutions; develops tools to measure outcomes; evaluates outcomes and solves problems; reports problems to senior management when necessary; makes decisions in a timely manner; decisions are consistent and clear.    
 FORMCHECKBOX 
  Successful Performance
 FORMCHECKBOX 
  Meets Most Requirement
 FORMCHECKBOX 
  Needs Improvement

 FORMCHECKBOX 
 Not Applicable

Safety:  Demonstrates a working knowledge of safe work practices; promotes and practices safety policies and procedures to staff; trains and updates staff on safety policies and procedures.
 FORMCHECKBOX 
  Successful Performance
 FORMCHECKBOX 
  Meets Most Requirement
 FORMCHECKBOX 
  Needs Improvement

 FORMCHECKBOX 
 Not Applicable

Service Focus:  Identifies clients’ needs; reviews internal processes and implements improvements to continuously provide high quality of service; develops goals, objectives, and plans for satisfying internal/external client needs.
 FORMCHECKBOX 
  Successful Performance
 FORMCHECKBOX 
  Meets Most Requirement
 FORMCHECKBOX 
  Needs Improvement

 FORMCHECKBOX 
 Not Applicable

SECTION III:  Provide specific examples or illustrations form the evaluation period of exceptional performance, successful performance, and/or areas that need improvement.  If the employee’s overall performance rating is needs improvement, a performance action plan is required.  Contact Human Resources.
	


SECTION IV:  List goals to be achieved during the next review period.  Describe how each goal will be measured and the time frame in which the goal should be achieved.
	


OVERALL RATING SCALE

Successful Performance:

Employee regularly and consistently meets and may exceed quality standards for the position; demonstrating a high level of proficiency in the competencies required in his/her job.   

Meets Most Requirements:

Employee demonstrates proficiency with essential job duties. Some areas of performance warrant attention and improvement to meet the quality standards for the position. Performance at this level is acceptable; however, more performance coaching may be required.

Needs Improvement:

Employee either (i) consistently falls below the quality standards for the position or (ii) demonstrates proficiency with some essential job duties, but has significant areas of performance that warrant attention and need improvement.  A performance improvement plan is required.
Overall Performance Review Rating:
 FORMCHECKBOX 
  Successful Performance        FORMCHECKBOX 
  Meets Most Requirements
 FORMCHECKBOX 
   Needs Improvement
SECTION VI:  Action Plan for Areas Needing Improvement and Resources/Assistance Needed for Performance Improvement (if applicable, contact Human Resources):

	


Supervisor’s Signature ______________________ Date _____________
Senior Staff Signature _______________________ Date _____________

Comments by 2nd Level supervisor (Director, Dean, Vice President):

	


Employee’s Comments:

	


I acknowledge that I have read and received a copy of my performance appraisal and had the opportunity to discuss this review with my supervisor. 

Employee Signature _________________________ Date _____________  
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Rec’d Human Resources: [image: image1.emf] 

 Introductory [image: image2.emf] 

 Annual [image: image3.emf] 

 Other: ______________________

HR Signature_______________________________ Date Received ____________________
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Title: 





Employee Name:





Department: 





Evaluation Period:         





to





Type of Appraisal





Introductory  	�


Annual		�


Other: ________	�








_________________________________________________________________________________________________________________
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