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_________________________________________________        
_____________________________________________

Name






Position Title
_________________________________


___________________________________

Date of Hire





Department/Office/Unit


REASON for EVALUATION

_____ Annual Evaluation

_____ End of Probationary Period

_____ Transfer or Special

INSTRUCTIONS: For each rating element below, place a check mark in the space which, in your judgment, most clearly describes this staff member’s performance. The performance level definitions are: 
EXCEPTIONAL - Staff member’s performance continuously exceeds standards; 
EXCELLENT - staff member performance always meets and frequently exceeds standards; 
GOOD - Staff member’s performance meets standards; 
MARGINAL - Staff member performance is often below minimum standards; improvement in many areas is essential; 
UNSATISFACTORY - Staff member’s performance frequently/continuously below minimum standards. 
Use the space marked EXPLANATION to clarify each rating. This document should be completed in ink with corrections/changes initialed by supervisor and employee. When completed, send to Human Resources in a sealed envelope. You may attach additional information as needed. You should also review the position description and provide an updated signed copy to Human Resources.
A. JOB KNOWLEDGE - Consider the staff member’s application of administrative, professional, technical, managerial or other specialized knowledge, skills and abilities to the performance of specific job duties and responsibilities. Evaluate demonstrated knowledge of a particular field of learning potential and versatility. Appraise the staff member’s desire to increase his/her job knowledge through formal or informal study, seminars, readings and other professional endeavors both on and off the job.

RATING:  
____ Exceptional 
_____ Excellent 
_____ Good 
_____ Marginal 
_____ Unsatisfactory

EXPLANATION:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
B. ACHIEVEMENTS/ACCOMPLISHMENTS - Consider the level of achievement by the staff member and the degree of excellence of work accomplished in relation to known standard/expectations. Evaluate the individual’s ability to yield effective results in spite of work load/responsibility variations or demands. Appraise the staff member’s contribution to the office and/or administrative area in terms of specific projects, goals, objectives and/or performance targets attained during the rating period. Assess the individual’s overall productivity.
RATING:  
____ Exceptional 
_____ Excellent 
_____ Good 
_____ Marginal 
_____ Unsatisfactory

EXPLANATION:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

C. COOPERATION WITH OTHERS - Consider the staff member’s effectiveness in maintaining harmonious working relationships with University staff, students, and the public. Assess his/her ability to accept and evaluate suggestions from others and to resolve disagreements in a professional manner.

RATING:  
____ Exceptional 
_____ Excellent 
_____ Good 
_____ Marginal 
_____ Unsatisfactory
EXPLANATION:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

D. COMMUNICATION SKILLS - Evaluate the individual’s effectiveness in expressing ideas, facts and data through speech, writing and graphics (where appropriate). Evaluate how easily the staff member communicates and the extent to which he/she determines what information is important and what is not appropriate for communication to others.
RATING:  
____ Exceptional 
_____ Excellent 
_____ Good 
_____ Marginal 
_____ Unsatisfactory

EXPLANATION:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

E. PROBLEM-SOLVING/DECISION-MAKING - Evaluate the staff member’s ability to identify problems and apply logic and reason to the resolution of same. Consider the extent to which the individual is able to make rational decisions within discretionary limits. Appraise the individual on her/his ability to think in terms of and understand the work being performed (e.g., the ability to select the proper method, technique, or procedure necessary to achieve a desired result).
RATING:  
____ Exceptional 
_____ Excellent 
_____ Good 
_____ Marginal 
_____ Unsatisfactory

EXPLANATION:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

F. PLANNING - Evaluate the staff member’s ability to set specific goals, objectives and timetables in order to accomplish various tasks and complete assigned projects within required deadlines. Appraise the individual on her/his ability to organize, allocate and schedule human, financial, material and the time resources effectively.
RATING:  
____ Exceptional 
_____ Excellent 
_____ Good 
_____ Marginal 
_____ Unsatisfactory

EXPLANATION:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

G. CREATIVITY/ORIGINALITY - Evaluate the ability of the individual to utilize innovative and/or cognitive skills to develop, apply and/or modify ideas, concepts, methods, systems, policies, procedures, techniques, products, forms, etc. as required within the context of the staff member’s job.
RATING:  
____ Exceptional 
_____ Excellent 
_____ Good 
_____ Marginal 
_____ Unsatisfactory

EXPLANATION:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

H. SUPERVISION/LEADERSHIP - Consider the individual’s ability to train, supervise, motivate and obtain desired results from subordinates. Evaluate overall leadership capability. Appraise the staff member in terms of the extent to which his/her work unit accomplishes stated goals and objectives.
RATING:  
____ Exceptional 
_____ Excellent 
_____ Good 
_____ Marginal 
_____ Unsatisfactory

EXPLANATION:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

OVERALL EVALUATION - Consistent with the individual ratings assigned above, evaluate the overall performance of the staff member. Although this evaluation should represent a composite of the above ratings, emphasis should be placed on those of particular importance and/or value to this individual’s job.
____ 
EXCEPTIONAL - Staff member’s performance continuously exceeds job requirement: performance in all areas in superior: a truly exceptional staff member.

____ 
EXCELLENT - Staff member’s performance continuously meets job requirements and often exceeds them; individual has many commendable areas of performance.

____ 
GOOD - Staff member meets job requirements. Improvement is desirable in some areas.

____ 
MARGINAL - Staff member’s performance is below minimum job requirement; improvement in many areas is essential.

____ 
UNSATISFACTORY - Staff member’s performance is continuously below minimum job standards; work totally unsatisfactory.

EXPLANATION:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

STAFF RECOGNITION - List the staff member’s performance assets. Note those areas in which the individual excelled during the rating period. Include specific tasks, projects, etc. accomplished and/or performance targets, goals or objectives achieved which were of particular importance to the overall mission of the office and/or administrative area.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

STAFF GROWTH AND DEVELOPMENT - List possible actions which the staff member should take to increase job-effectiveness within the context of his/her current position. Include specific tasks, goals, objectives, performance targets, etc. which should be accomplished during the next rating period. Consider self-development activities: areas where the supervisor and staff member can work together to resolve problems; development needs which may, where applicable, be met by training programs. Be as specific as possible.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

STAFF COMMENTS (to be completed by staff member) - Include specific activities which you feel should be accomplished to increase your job effectiveness during the next rating period. You may also comment on any aspect of the evaluation process itself which you believe to be important.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If a Probationary Evaluation, do you recommend continued employment? ____YES  ____No (If NO, you must contact Human Resources prior to issuing this evaluation) This evaluation covers the period ___/___/___ to ___/____/___
My supervisor has explained this evaluation to me ____ YES ____ NO

SIGNATURES
Staff member signature_____________________________ Title__________________________ Date___________________
*Signature implies acknowledgement of receipt only and does not imply agreement. Employee may write rebuttal letter and attach to evaluation prior to returning it to Human Resources.
Rater Signature___________________________________ Title__________________________ Date___________________
Dean/Vice President/President_______________________ Title __________________________ Date__________________
REV: 2/2/09

EVALUATION DATE





___/___/___
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