EMPLOYEE PERFORMANCE EVALUATIONS
EMPLOYEES:

NTRODUCTION:

The value of the employees to the University cannot be overemphasized. The
Institution's mission could not be achieved without a competent, motivated workforce.

Performance evaluations are intended to:

* measure the extent to which your performance meets the requirements of your
particular position.

* strengthen your relationship with your supervisor.

* open up the channels of communication.

* appraise your past performance.

* clarify job expectations and standards and establish future goals.

* provide a specific occasion for you to raise questions about your position and/or the
guidance you have been receiving from your supervisor.

* provide your supervisor with an opportunity to assess how effective he/she has been
in communicating with you.

No performance evaluation can be considered complete without some discussion and
assessment of your potential growth. You and your supervisor should talk together
about any possible opportunities for such growth and, if appropriate, work together to
identify suitable training avenues.

EVALUATION DISCUSSION:

The evaluation discussion is intended to focus primarily on an assessment of your
performance, while giving you every opportunity to respond. Both you and your
supervisor should avoid subjective impressions of your performance. Such opinions
clearly do not belong in an evaluation review. Every attempt should be made to
concentrate on concrete examples of your performance. Should there be performance
deficiencies that are brought to your attention during this review process, you and your
supervisor are encouraged to work together towards designing developmental plans
and timetables to improve that performance level.

The end result of the appraisal process is that you and your supervisor have agreed on
the appropriate job expectations and standards for your position, using objective criteria.



While this outcome does not mean necessarily that you agree with the results of the
evaluation, you should feel that you can sign-off on the form indicating that the results
were adequately communicated to you. There is space on the evaluation document for
you to add any comments, if you wish.

The completed evaluation form is retained in your employee file in the Human
Resources Office. If desired, you may also receive a copy for your own files.

SUPERVISORS / MANAGERS:

INTRODUCTION:

The key ingredients in a successful evaluation are: identifying job standards; being
consistent in measuring and communicating the extent to which whose standards are
being met; and providing opportunities for feedback and clarification.

PROCEDURES FOR PREPARING THE EMPLOYEE EVALUATION FORM:

The evaluation areas contained in the enclosed form are intended to serve as
guidelines for discussion. The completion of the actual form is not as significant as the
discussion of performance that will naturally occur, a discussion which should foster
two-way communication between you and the employee. The appraisal document also
becomes a record of that evaluation discussion for future reference.

The evaluation review form can be completed in one of several different ways as noted
below:

EMPLOYEE EVALUATION DISCUSSION:

The evaluation review must include a planned discussion between you and the
employee. As the discussion should focus primarily on performance, please make every
effort to separate the discussion from mention of salary issues. (Salary discussions
during performance reviews have a tendency to skew the results in favor of
exaggerated appraisals.) The evaluation discussion should concentrate on the
development of, or clarification of, clear performance criteria: what are the specific job
responsibilities and what performance standards will be used to measure the
employee's success in achieving them.
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= STAFF PERFORMAMNCE REVIEW

_Employee's Name: Title:
Date: Date in Current Position:
Principal Responsibilities:

Hag the employaa's job changed significanty during this evaluation peried? Yes O Mo [ ¥ Yes. please desoribe the changes on a separale sheet,

EVALUATION CRITERIA AND FACTORS: Describe the employes's perfnrmanc:e relative 1o the crileria and faclors staled below,
Additional sheels may be attached to elaborate on specific pedormance aspacts.

Evaluation Criteria — Rating Dafinitions:
1= UNSATISFACTORY: The employes does not perferm at an acceptable level to mest the position standards.

3 =MNOBMAL AND EXPECTED: The employves consistantly meels the position stendards; perlormance s {ully acceplable and demonsirate
sourd balance between quality and quantity.

5 = EXCEPTIOMAL: The smployee routinely excesds the acceptable standards for the position by damenstrating cutstanging perfermance ar
knovdecge to carny out and improve fhe most complex and demanding portions of the job.

Parformance Factors

| A. Quality of Wark 5 4 3 2 | 1
1. Whalis Ina quality of the employea’s technical skils? ] L O O | 10
2. Does the empoyes maintain awaranass af changes in wechnical argas and respend to those r
changas? e = t g = o
3._Does the employes corract 2o or qu sistenclas in work asslgu\ed* | [] L] Ll ]

loyee ﬁ_rgamze vl 12 d 1he suporvisar's job casior? ] L] L] | Ll
B | wd i e ] ] [ ] Ll L]

CCOMMENTS
E. Quantity of Wark 5 4. | 3 z [ 1
1. DCoos the employee manage work efficiently? ] 0 e [ 3| |
2. Ara zpead and conzistancy of output, tima wilization and resulls satisfactony? ] 2 A P [
COMMENTS
C. Interpersonal Relationships [ 5 4 3 2 1
1. How does 1ne employee work with othars? Can tha employee receive assignmenis from sevaral O O =] O 0

J_ED[:llQ . judge or razclve priorties and mauntan good working relationshios with those involved?

Ll [ [] L] 1

; O O [] [

4. Hux.' h"GCtN\QW LUES the amplnvge addr&;s ar'd resclive conllict! problem situatons with others? [H| [] [ ] |
5. How are dealmqs with culsida conlacts handled ? [l [] || ||
COMMENTS
Q_ Initiative and Sell Reliance 5 4 3 2 | 1
Iz the amployves able o take action wi 1ot direction? {i.e. what iz the extent of sugendsion
n_ha.uired 4] O U U L ]

"2 Does the employas seek oul tew and betar ways of accomplshing a task? ] [} [l L1 ]

3. Does the cmplovoe S6o4 Ut now responsibines? | ] e P 0O

COMMENTS




" E. Dependability

1. Is the emplovee generally willing to cﬁmga plans in order to meet deadlines?
2, Dees the employes accomplhsh all lasks within the proper time frama?
3
4
5

{20

. s waork gomplats &nd thorough, lim nating the need for close review? - |
. 15 closar raview of work required during the prassure periods?
._How rch wledge of the SUperisors work ant ceparimeant doss tha empioyee have?

[T, Tn the superviser's absence, can this knowledge be appled (o ensura that mattors are tended o ar
ara refarred to the propar persorn far action?
7. Are such factors as attendance, punciuality, time off, adherance 1o Ir wstitation policles and O

|_procedures satisfactory®

| COMMENTS

O | O [OoOnc e

OOC 0] v

Ooo0 -

O
O
a

[
0|0 joodogs

d

F Summary Assessment 5 - 7 3 3 1

Taking all the perfermance factors and svaludticn crileria into canaideration and realizing that some
cu‘ the faclers are more significant 1o acceptabla perfarmance than othars, how would the employea’s | O O O (]
overall perarmanca ba summarnzed during this evaluation pariod?
COMMENT S 2

Employee Input (Optional)
Any activities and/or ascomptishments completed during the evaluation period which the employee feels wera of significant value or bayond lhe nann il
scope of regular :'.unca sr':-u d herc-scn adl t alow nudan calumn F« and ..cmmcnlccl on by the supearvisor in column E TllE‘ em |J|0,fcc can also use this

CACTIVITES iy COMMENTS IIE-l
(Employaa) | {Suparvisor)

Supervisor's Comments and Recommendalions
If applicable, indicate perormance areas where improvemant is warranted and outling action plans 1 assist the employee in achieving a highar laval of
padormaras. Include specific activities and target dates for accomplishing these objectives. Alsa inslude ary other comiments, positive or nagative, wiicl
you feel are important:

| Supervisor's Recommendations for Special Training/Courses to Assist Employee’s Professional Development

Ewvaluation prepared and career counseling performed by:

Supervisor's Signalure; =

Print MName:

Date:

Employee Sign-off:

lhave  have not discussad my careaer opticns, | have reviowed this evaluation and discussed the contands with my suparvisor, by signature
maans that | have been advised of my pedormance and have been given the opporturity 1o make comments, but does not necessarly imply agrasment
with the svaluation or the cantants,

Emplayee’s Signatura:

Print Mame:
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