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The performance evaluation process is designed to enable the employee and supervisor to engage in frequent, positive and productive communication.  The annual performance evaluation is not a substitute for regular, on-going interactions between the employee and supervisor; it is a step in this process.

A primary role of the supervisor in this process is that of mentor.  Although the definition of performance management requires a joint effort between supervisor and employee, the leadership role in achieving quality performance is the responsibility of the supervisor.

The supervisor will provide the employee an assessment of his/her performance for each major job responsibility and associated expectations. The assessment will communicate if the employee has met, exceeded, or failed to meet the stated responsibilities and expectations. The supervisor will outline where or how the employee has exceeded expectations. If the employee has not met assigned responsibilities and expectations, the supervisor will provide clear written feedback regarding deficiencies and requirements for improved performance.

Inherent in mentoring employees for quality performance is practicing and instilling appropriate values.  The following values should serve as guidelines in the evaluation process.

Values for Quality Performance:

· Quality is foremost in all that we do.

· Flexibility, adaptability and continuous improvement are essential to success.

· Integrity must be expressed in all that we do and say.

· Diversity in the University’s culture is critical to success.

· Employee empowerment and recognition of contribution results in superior performance.

· Every employee has a significant role in the achievement of the University’s mission.

· We promote a work environment that encourages life-long learning and development.

· Through effective teamwork and/or partnerships, we can accomplish more than on our own.



Annual Performance Evaluation – Professional Faculty

Employee Name______________________________________________________________

Job Title __________________________ Department/Unit____________________________

Supervisor Name & Title _______________________________________________________ 

Review Period:  From ____/____/____ To ____/____/____


PART 1.  EVALUATION OF MAJOR JOB RESPONSIBILITIES (please attach last year’s goals)
The major job responsibilities (approximately 3-6) are identified primarily from the essential job functions of the employee’s position description.   Employee will fill out #1 & #2 of each section.  #3 is to be filled out by the employee’s supervisor. 

A. 1. Responsibility and Expectations:

2. Outcomes:

3. Supervisor’s evaluation:

B. 1. Responsibility and Expectations:

2. Outcomes:

3. Supervisor’s evaluation:

C. 1. Responsibility and Expectations:

2. Outcomes:

3. Supervisor’s evaluation:

D. 1. Responsibility and Expectations:

2. Outcomes:

3. Supervisor’s evaluation:

E. 1. Responsibility and Expectations:

2. Outcomes:

3. Supervisor’s evaluation:

PART 2.  
EVALUATION OF GENERAL EXPECTATIONS - TO BE FILLED OUT BY EMPLOYEE’S SUPERVISOR 

1. JOB KNOWLEDGE/TECHNICAL COMPETENCE: Possesses and demonstrates technical, general or other specific knowledge and skills required to perform job duties and accomplish stated objectives.

2. QUALITY: Demonstrates a commitment to providing quality services including assessment and evaluation of services to improve performance.  Work performed is of high standards. 

3. WORKING RELATIONSHIPS: Establishes and maintains cooperative working relationships with co-workers, colleagues and supervisor. Responds actively and effectively to needs of stakeholders.  Speaks and acts ethically, fairly and consistently.

4. LEADERSHIP AND INITIATIVE: Displays enthusiasm, dedication and interest in duties and responsibilities. Is a self-starter and proactive in approach to job. Demonstrates willingness to work beyond the usual or ordinary requirements of job when needed.  Shows initiative and flexibility in meeting challenges. Capable of acting independently when circumstances warrant.  Enables success of others through supervision, mentoring, and other relevant activities.

5. JUDGEMENT: Demonstrates ability to analyze available data or circumstances, consider alternatives, and make well-reasoned, timely decisions that favorably affect performance and organizational goals. Acts reliably and responsibly, keeping supervisor informed and aware of potential issues or areas that need attention.

6. DEVELOPMENT AND SERVICE:  Participates in development activities that result in personal growth and improved performance.  Participates in and provides leadership in service activities at the unit, university, or professional level.

PART 3.  OVERALL SUPERVISOR EVALUATION AND COMMENTS

__ Extraordinary
__ Strong and Positive     __ Satisfactory    __ Unsatisfactory

1. COMMENTS ON HOW EMPLOYEE MET GOALS AND EXPECTATIONS.  IDENTIFY AREAS, IN ANY, IN WHICH THE EMPLOYEE DID NOT MEET EXPECTATIONS.

PART 4.  GOALS AND FOCUS AREAS FOR NEXT YEAR INCLUDING PROFESSIONAL

DEVELOPMENT. 

Include plans for improving performance in areas identified in Part 3 in which the employee did not meet expectations.

a. Employee identified:

b. Supervisor identified/concurrence:

PART 5.  REVIEW OF POSITION DESCRIPTION


        Yes         No
Position description has been reviewed with employee; and, if necessary has or will be updated to reflect current job duties.

PART 6.  EMPLOYEE’S COMMENTS [OPTIONAL—MAY SUBMIT AS AN ATTACHMENT]

_________________________________



Supervisor Signature

Date


_________________________________



Employee Signature

Date




Employee’s signature indicates that employee 

has read and reviewed this evaluation with the 

supervisor. It does not necessarily mean the


employee agrees with the evaluation.
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