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	Name of Person

being Reviewed
     
	Rating Period


     

	Title


     
	Review Due Date


     
	Date


     

	Work Group


     
	Rater


     


	I.  Definitions & Rating Scale

	Consistently Below Expectations
	Usually Meets Expectations
	Fully Meets Expectations
	Markedly Above Expectations

	Because of one of more of the following conditions, unacceptable work quality of work output, inadequate knowledge and/or skill set, disrespectful or inflexible, needs close supervision, little communications, little accountability or commitment to the job, does not meet the operating needs of the department, lack of integrity.
	Generally performs at or near the standards established for the position, on occasion makes more than an average number of mistakes, may occasionally demonstrate skill or knowledge deficits, usually accepts responsibility when requested.
	Work is performed consistent with established standards, may work slightly above or below standards from time to time, possesses good level of knowledge or skill to satisfactorily perform job tasks, productivity & availability meet operation needs of the department, supports quality service through good communication, acts with integrity, responsible & accountable for the quality of their work, can trust daily decisions made by this person.
	Work is consistently performed at levels above the standards set for the position, exceeds quality & productivity requirements, knowledge & skill exceeds requirements, will cross job boundaries to support customers, exemplary availability & commitment, seeks additional responsibility, consistently strives to improve services.


	II.  Performance Areas

	
	Consistently Below Expectations
	
	Usually Meets Expectations
	
	Fully Meets Expectations
	
	Markedly Above Expectations

	1.
Availability & Commitment

•
Consistently arrives to work on time

•
Consistently available to support departmental operations

•
Can be depended upon to regularly complete the essential duties of their position

•
Is in compliance with the FOD Attendance Policy

 FORMCHECKBOX 
 yes    FORMCHECKBOX 
 no   (If no, appropriate written documentation should be initiated.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Quality Service

•
Delivers friendly courteous service to internal & external customers.

•
Is accurate, neat, and thorough.  Consistently performs according to standards for the position.

•
Goes beyond regular performance standards, if necessary, to satisfy customers.

•
Makes sound and informed daily decisions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Teamwork & Respect
•
Demonstrates respect for others in all forms of communication.

•
Builds team relationships.

•
Exhibits willingness to collaborate.

•
Respects, acknowledges, and values differences & contributions of all.
•
Handles interpersonal conflicts constructively.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Productivity & Results Focus

•
Maintains an output level consistent with supervisor’s expectations & department performance standards.

•
Works effectively with minimum supervision.

•
Performs job correctly the first time.

•
Prioritizes work to maximize customer service.

•
Demonstrates good judgment when planning his/her work.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
Job Knowledge

•
Understands the job responsibilities.

•
Has the skills & knowledge necessary for success.

•
Stays informed on new job methods, skills, & techniques.

•
Understands how their job function impacts other employees.

•
Accepts constructive feedback and uses it for self-improvement.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	
	Consistently Below Expectations
	
	Usually Meets Expectations
	
	Fully Meets Expectations
	
	Markedly Above Expectations

	6.
Communications

•
Uses honest & open communications.

•
Effectively tells supervisor what (s)he needs to perform job.

•
Maintains logs, records, and reports in a useful & accurate manner.

•
Proactively keeps supervisor apprised of his/her progress.

•
Advises customers of work completion, progress, and/or delays.

•
Promotes transparency in all activities and relationships.

•
Relays important information to others in a timely manner.

•
Identifies problems in a timely manner and offers effectively solutions.

•
Practices active & attentive listening.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
Leadership

•
Works with supervisors to develop & achieve annual performance goals.

•
Interacts with other FOD work groups through participation on committees, activities, and programs.
•
Provides positive influence to others while supporting key initiatives, goal achievement, and alignment with values.
•
Offers suggestions to improve quality of service.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
Accountability

•
Accepts responsibility for job actions & outcomes, focusing on solutions and not assigning blame.
•
Uses departmental resources (time, materials, equipment) in a cost-effective way.

•
Acts with integrity – is honest and follows through on promises.

•
Is not in active corrective action.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
Adding Value to the Organization

•
Adds value to the department & to the university.

•
Achieved written work goals during this evaluation period.

•
Demonstrates ability & willingness to adapt to change.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



III.  Goal Achievement

Use this area to review the goals set last year. 

	
	Goals
	Comment on Achievement
	

	1.
	     
	     
	Status

 FORMCHECKBOX 
 Completed

 FORMCHECKBOX 
 In progress

Measure

 FORMCHECKBOX 
 Above target

 FORMCHECKBOX 
 On target

 FORMCHECKBOX 
 Below target

	2.
	     
	     
	Status

 FORMCHECKBOX 
 Completed

 FORMCHECKBOX 
 In progress

Measure

 FORMCHECKBOX 
 Above target

 FORMCHECKBOX 
 On target

 FORMCHECKBOX 
 Below target

	3.
	     
	     
	Status

 FORMCHECKBOX 
 Completed

 FORMCHECKBOX 
 In progress

Measure

 FORMCHECKBOX 
 Above target

 FORMCHECKBOX 
 On target

 FORMCHECKBOX 
 Below target

	4.
	     
	     
	Status

 FORMCHECKBOX 
 Completed

 FORMCHECKBOX 
 In progress

Measure

 FORMCHECKBOX 
 Above target

 FORMCHECKBOX 
 On target

 FORMCHECKBOX 
 Below target


IV.  Performance Goals for Next Rating Period

	Goal 1 -      
	Target date

     

	Goal 2 -      
	Target date

     

	Goal 3 -      
	Target date

     

	Goal 4 -      
	Target date

     

	Goal 5 -      
	Target date

     

	Goal 6 -      
	Target date

     


	V.  For Employees with Supervisory Responsibility

	
	Consistently Below Expectations
	
	Usually Meets Expectations
	
	Fully Meets Expectations
	
	Markedly Above Expectations

	10.
Planning

•
Plans for the future.

•
Uses measurements or other controls, where applicable, to assess quality or quantity of work performed.

•
Stays informed of changes inside & outside of the department that could affect operations.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.
Directing – achieving the department mission through others

•
Effectively directs the workforce – divides work to leverage resources.

•
Delegates appropriately.

•
Maintains a high level of workforce productivity.

•
Defines high expectations, roles, & responsibilities.

•
Holds employees accountable for their actions & performance.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.
Employee Development

•
Demonstrates an interest in employees’ career development.

•
Thoroughly orients new employees to their job duties.

•
Provides ongoing feedback to subordinates.

•
Ensured all of his/her employees received a written performance evaluation during the past 12 months.

•
Addresses performance problems in a timely & effective manner.

•
Participates in employee recognition programs.

•
Creates a work environment where employees feel valued & respected.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	VI.  Overall Rating

	
	Consistently Below Expectations
	
	Usually Meets Expectations
	
	Fully Meets Expectations
	
	Markedly Above Expectations

	Given the above “scores,” mark one box that best represents the overall rating.
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 



	VII.  Supervisor Comments

	     


	VIII.  Employee Comments

	     


 FORMCHECKBOX 
 My supervisor has discussed this evaluation with me.

	Employee
Date
	FOD Human Resources
Date

	Supervisor
Date
	Sr. Director
Date

	Dept. Administrator
Date
	Assoc. VP
Date
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