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PERFORMANCE EVALUATION FORM

This form should be filled out separately by the staff member and the supervisor, and will be the basis for the evaluation review meeting.  After the review meeting, the staff member will sign it to acknowledge the review (this does not imply agreement with the review), and the supervisor will forward it to Human Resources to be reviewed and placed in the staff member’s file. 

Name of staff member:      

Department:       
Title of position:      
Name of Supervisor:      

Date of evaluation period:      
Part I, to be completed by staff member

	A. Performance with respect to specific                 responsibilities:  

Please list at least five major areas of performance that relate to responsibilities included in the job description and reflect individual performance goals derived from department and Institute goals. The supervisor should develop this list with input from the employee.
	Rating Scale:

1. Performance did not meet expectations.

2. Performance did not meet all expectations; needs improvement.

3. Performance demonstrates proficiency and meets expectations, consistently, accurately, efficiently and effectively.  

4. Performance beyond expectations (e.g., special accomplishments benefiting the department or institution).
5. Performance exceeded expectation and was characterized by major, outstanding achievements.
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	B. General Performance Criteria


	Rating Scale:

1. Needs improvement.

2. Meets expectations.
3. Exceeds expectations.  
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	C. Overall Performance 

Please consider all aspects of performance and use the following scale:

1. Performance did not meet expectations in the key areas evaluated. Employee performance not sufficient to warrant an increase, but may be reassessed before the next merit cycle.

2. Performance did not meet all expectations in areas evaluated and needs improvement.

3. Performance demonstrates proficiency in all aspects of his/her position expectations, consistently, accurately, efficiently and effectively.  This performance level is consistent with a thorough understanding of the role, its variation and challenges

4. Performance beyond expectations in some aspects of the role, while demonstrating complete proficiency of other aspects of his/her position.  Performance includes special accomplishments benefiting the department or institution.
5. Performance exceeded expectations in all areas evaluated and was characterized by major, outstanding achievements. Although an employee may have accomplished something of great significance relevant to one area of his/her position responsibilities during the evaluation period, that alone is not sufficient for an outstanding evaluation.
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For a rating of 4 or greater, please identify specific aspects of the role where the staff member exceeded expectations and/or identify major exceptional accomplishments during the past 12 months.  

If the rating is 2.5 or below, please provide specific expectations for improvement.




D.  Development Requests and Goals

     
     
E.  Comments 

     
Name of Staff Member      
Part II, to be completed by supervisor



	A. Performance with respect to specific                 responsibilities:  

Please list at least five major areas of performance that relate to responsibilities included in the job description and reflect individual performance goals derived from department and Institute goals. The supervisor should develop this list with input from the employee.
	Rating Scale:

1. Performance did not meet expectations.

2. Performance did not meet all expectations; needs improvement.

3. Performance demonstrates proficiency and meets expectations, consistently, accurately, efficiently and effectively.  

4. Performance beyond expectations (e.g., special accomplishments benefiting the department or institution).
5. Performance exceeded expectation and was characterized by major, outstanding achievements.
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	B. General Performance Criteria


	Rating Scale:

4. Needs improvement.

5. Meets expectations.
6. Exceeds expectations.  
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	C. Overall Performance 

Please consider all aspects of performance and use the following scale:

1. Performance did not meet expectations in the key areas evaluated. Employee performance not sufficient to warrant an increase, but may be reassessed before the next merit cycle.

2. Performance did not meet all expectations in areas evaluated and needs improvement.

3. Performance demonstrates proficiency in all aspects of his/her position expectations, consistently, accurately, efficiently and effectively.  This performance level is consistent with a thorough understanding of the role, its variation and challenges

4. Performance beyond expectations in some aspects of the role, while demonstrating complete proficiency of other aspects of his/her position.  Performance includes special accomplishments benefiting the department or institution.
5. Performance exceeded expectations in all areas evaluated and was characterized by major, outstanding achievements. Although an employee may have accomplished something of great significance relevant to one area of his/her position responsibilities during the evaluation period, that alone is not sufficient for an outstanding evaluation.
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For a rating of 4 or greater, please identify specific aspects of the role where the staff member exceeded expectations and/or identify major exceptional accomplishments during the past 12 months.  

If the rating is 2.5 or below, please provide specific expectations for improvement.




D.  Development Requests and Goals

     
     
E.  Comments 

     
F.  Comments from previous supervisor (if there was a change in supervisor after March 1 2009).
     
Signatures:

Supervisor’s Signature: _______________________________

Date__________

Staff Member: _______________________________


Date__________ 

(Signature does not necessarily imply concurrence; it only acknowledges review)

Human Resources: _______________________________ 

Date__________

