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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]
SECTION I-PERFORMANCE FACTOR: 

Employee has acquired basic job skills:  
 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee takes direction from supervisor:
 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee works well with co-workers in a team environment: 
 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee meets established deadlines with efficient and productive use of time:
 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee performs accurate and quality work:

 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee takes pride and responsibility in his/her work:
 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee communicates effectively, listens receptively to others, understanding different viewpoints:
 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee makes job improvements as necessary:
 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee demonstrates interest in assisting and satisfying faculty, staff and student needs:
 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee adheres to company and departmental policies and procedures:
 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee has appropriate attendance:
 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee’s appearance is appropriate for the work environment (wears complete uniform if required):
 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee follows safety rules and regulations:

 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
Employee keeps work area neat, clean and orderly: 
 FORMCHECKBOX 
  Successful Performance

 FORMCHECKBOX 
  Meets Most Requirement

 FORMCHECKBOX 
  Needs Improvement
SECTION II:  Describe specific goals and evaluate how well the employee achieved goals for this period.
	


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.
	


SECTION V:  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 had the opportunity to discuss my performance appraisal with my supervisor. 

Employee Signature _________________________ Date _____________
Rec’d Human Resources ________Introductory ______ Annual _____ Other
Title: 





Employee Name:





Department: 





Evaluation Period:         





to





Type of Appraisal





Introductory  	�


Annual		�


Other: ________	�
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