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PERFORMANCE EVALUATION FORM
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EMPLOYEE'S NAME										

EMPLOYEE'S TITLE										

DATE OF APPOINTMENT TO CURRENT POSITION					

EMPLOYEE'S SUPERVISOR									
	
    PERIOD OF CURRENT EVALUATION FROM     July 1, 2009   TO       June 30, 2010

For each numbered and applicable job factor described below, check the box in front of the rating statement that most accurately describes the employee's performance with respect to that job factor.  Use the space for comments to note any explanations.

1.	Job Coverage--How completely and appropriately are all elements of the position described being fulfilled?  Consider the extent of knowledge required for the job as well as coverage of specified functions, duties, and responsibilities.  Which, if any, are left out, slighted, or over-emphasized?  Consider persistence and tenacity in seeing that activities are followed through to completion.

(___)	a.	Outstanding performance.  Complete and thorough coverage of each and every specified function, duty and responsibility.
(___)	b.	Coverage is commendable, with only one or two job requirements very occasionally slighted or overemphasized.
(___)	c.	Coverage is satisfactory and improving, but there is a pattern of occasional variability or imbalance.
(___)	d.	Coverage is adequate but not noticeably improving; some requirements are consistently slighted.
(___)	e.	Coverage is inadequate several job requirements are significantly slighted.

Comments:______________________________________________________________________________________________________________________________________________________________                                             

2.	Productivity:--How efficiently are the requirements of this position handled?  Consider the quantity of 
	work accomplished per unit of time, acquisition and demonstration of required knowledge and skills; organization of work activities and timeliness of work products; work habits and effective use of time; versatility and effectiveness in a variety of tasks.

(___)	a.	Outstanding productivity; efficiency is excellent and consistent.
(___)	b.	Productivity is commendable; very high and generally consistent level of efficiency.
(___)	c.	Productivity is generally satisfactory and improving; efficiency is rather variable with noticeable room for improvement.
(___)	d.	Productivity is just adequate, not substantially improving; needs to be more efficient in several respects.
(___)	e.	Inadequate productivity; efficiency is poor.

Comments:______________________________________________________________________________________________________________________________________________________________





3.	Quality of Work--How good are the results of work performed?  Consider the employees's own standards of quality work--are they appropriate?  Also consider the problem solving effectiveness, dependability, and presentability of work products; professionalism; frequency and nature of mistakes.

(___)	a.	Work is consistently of outstanding quality.
(___)	b.	Work is of commendable quality; standards are quite high and mistakes are minor and very infrequent.
(___)	c.	Work products are improving and of general satisfactory quality, but there is some variability and noticeable room for improvement.
(___)	d.	Work products are of adequate quality, but not substantially improving; significant improvements are needed in several respects.
(___)	e.	Work products are inadequate; poor quality.

Comments_______________________________________________________________________________________________________________________________________________________________

4.	Teamwork--How effective is the employee in cooperative enterprises, in enhancing the effectiveness of group efforts?  Consider the pattern and degree of cooperation (does E consistently "go more than half way," inviting reciprocal cooperation from others?); style of working with others; dependability in carrying out shared commitments; facilitation of the work effectiveness of others; extent valued by others as a fellow member of work groups, committees, or task forces.  Does employee demonstrate an admirable work attitude?

(___)	a.	Teamwork is consistently outstanding in all respects.
(___)	b.	Teamwork is commendable in virtually all respects, with only very infrequent and generally insignificant exceptions.
(___)	c.	Teamwork is generally satisfactory and improving, but there is some variability and noticeable room for improvement.
(___)	d.	Teamwork is adequate but not substantially improving; significant improvements are needed.
(___)	e.	Teamwork is poor and inadequate.

Comments_______________________________________________________________________________________________________________________________________________________________

5.	Initiative – Consider the employee's ability to identify problems, seek and evaluate solutions, and take appropriate action toward resolution.  Consider the ability to seek and use appropriate levels of supervision; closeness of supervision required; effectiveness in acting on suggestions; dependability; judgement; imagination and creativity; and enthusiasm.  Consider the extent to which the employees demonstrates an interest and effort in self-development.

(___)	a.	Demonstrates consistently outstanding initiative.
(___)	b.	Initiative is commendable, with only occasional suggestions or reminders required.
(___)	c.	Demonstrates moderate but increasing initiative.
(___)	d.	Requires consistent and close supervision; willingness and capacity to assume initiative are not increasing significantly.
(___)	e.	Requires extensive and unacceptable degree of supervision; demonstrated initiative is insufficient.

Comments_______________________________________________________________________________________________________________________________________________________________
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6.	Leadership--(This factor is applicable only for supervisors and administrators.)  How effective is this
 	employee in management and supervising?  Consider this employee's effectiveness in:

(1)	organizing the work of the unit, and its members--planning and defining objectives and priorities; budgeting resources; defining tasks and allocating time and effort of unit members among tasks; "team building"; and establishing needed systems and procedures;
(2)	communicating with supervisors, peers, subordinates, and constituents;
(3)	controlling the work performance of the unit in accordance with established objectives and priorities; ensuring appropriate productivity, teamwork, and quality of work from unit members;
(4)	selecting, appraising and developing subordinates; training them, and encouraging and contributing to their professional growth; and
(5)	self-development as a leader, manager, and professional.

(___)	a.	Consistently outstanding in all respects as a leader and manager.
(___)	b.	Commendable leadership; very high and consistent level of managerial effectiveness.
(___)	c.	Satisfactory and improving leadership; managerial effectiveness may be variable among the five 	functions noted above, but there are no significant shortcomings.
(___)	d.	Leadership is adequate, but not substantially improving; there are some significant shortcomings 	in managerial effectiveness.
(___)	e.	Leadership is inadequate; managerial effectiveness is poor.

Comments_______________________________________________________________________________________________________________________________________________________________

7.	Overall Performance Rating--In summary, considering performance on all relevant job factors, this employee's performance is rated as:

(___)	a.	Outstanding or excellent.
(___)	b.	Commendable in virtually all respects.
(___)	c.	Satisfactory and improving in some aspects.
(___)	d.	Adequate, but not truly satisfactory.  Does not qualify for a "merit" adjustment.  
(___)	e.	Poor, inadequate or unsatisfactory.  Employee must be warned of the likelihood of non-renewal of employment or given notice of non-renewal.

8.	Performance Improvement Objectives--In light of the preceding performance evaluation, the following improvement objectives are established for this employee for the coming performance period.  The employee has the right to review and to suggest changes in these objectives, and may respond in writing to any part of this evaluation.

Comments_______________________________________________________________________________________________________________________________________________________________










PERFORMANCE EVALUATION FORM
NON-UNIT PROFESSIONAL EMPLOYEES

PERIOD OF CURRENT EVALUATION FROM     July 1, 2009   TO       June 30, 2010


Employee Job Status:	(___) Retain		(___) Do not retain



Evaluation Conducted by:_________________________________________________________
(Signature of Supervisor)				(Date)





TO BE COMPLETED BY EMPLOYEE:

Employee comments or questions regarding this performance review:








I have read and participated in this performance review as summarized below.


______________________________________________________________________________
Signature of Employee						(Date)



Evaluation Review by:                                                                   
Signature of Dean, if appropriate)				       (Date)


_____________________________________________________________________________
Signature of Vice President, if appropriate)			(Date)



