PERFORMANCE PLANNING & REVIEW

	EMPLOYEE NAME:  
	DEPARTMENT:  

	JOB TITLE/POSITION NUMBER:  
	SUPERVISOR:  

	PERFORMANCE DEVELOPMENT CYCLE:  FROM:  


PART 1

PART 1A:  Goals & Checkpoint Reviews

· At the beginning of the Performance Development Cycle, list Goals for upcoming cycle in the first column.  Employee, supervisor, and Dean/Director sign form.

· During the Performance Development Cycle, two Checkpoint Review meetings are encouraged; at least one Checkpoint Review is required.  Indicate the dates of these meetings, discuss the progress made towards each goal and indicate progress in the appropriate space.  Progress notations may include (C) Completed Goal, (NP) No Progress Made, (M) Modified Goal, or (AP) Adequate Progress Made.  If goals are modified during the Checkpoint Review, attach a brief explanation of the modified goal(s).  

	GOAL
(Specify at least 3 but 
no more than 6 goals)
	Checkpoint Review #1/Date
(C/NP/M/AP)
	Checkpoint Review #2/Date
(C/NP/M/AP)
	Final Evaluation
Description Of Results
	Final Evaluation Rating
(M/D)

	1.   
	Review Date:      
Status:         
	Review Date:      
Status:       
	     
	      

	2.   
	Review Date:      
Status:        
	Review Date:      
Status:        
	     
	     

	3.   
	Review Date:      
Status:      
	Review Date:      
Status:      
	     
	     

	4
	Review Date:      
Status:      
	Review Date:      
Status:         
	     
	     


PART 1A:  Signatures

	My supervisor and I discussed the goals.  I understand the expectations, and I was given an opportunity to make suggestions and provide feedback to my supervisor.
	The goals were reached in a collaborative manner.  I met in person with the employee and encouraged comments and suggestions.
	The supervisor and employee understand the expectations.  Both will be held accountable for fulfilling their responsibilities.

	____________________________________
	____________________________________
	____________________________________

	Employee                                                Date
	Supervisor                                               Date
	Dean/Director                                         Date


PART 1B:  Final Performance Review Evaluation of Goals

· At the end of the Performance Development Cycle, conduct a final Performance Review.  Describe how well and to what degree the employee accomplished the Goals.

· Assign a Final Evaluation Rating for each Goal.

· Provide a summary rating for Goals.

PART 1B:  Overall Goal Rating


     Final Performance Review Date:       
	
	Met Expectations (M)
	Did Not Meet (D)

	Check the appropriate box for a summary rating of Goals.
	 FORMCHECKBOX 
  Achieved goals.
	 FORMCHECKBOX 
  Did not achieve goals.


PART 2

Part 2     Job Success Factors/Overall Job Performance
Job Success Factors are critical for the success of every employee in every University job.  Success or deficiency in one or more Job Success Factors indicates an employee’s Overall Job Performance.  All University staff are expected to demonstrate excellence in all Job Success Factors, which are listed in the shaded areas.  Under each Job Success Factor are examples of behavior that reflect proficiency in that factor.

  Overall Job Performance Review

· At the time of the Performance Review, evaluate the employee’s job performance under each JSF and assign a rating.

Ratings:  Exceeds Expectations (E), Meets Expectations (M), or Did Not Meet Expectations (D)

	Continuous Improvement:  The University values a commitment to generating new ideas and solutions and notable improvements in systems and processes.
	REVIEW OF 

THIS SKILL
	FINAL EVALUATION RATING

(E/M/D)

	1. Explores new ideas and encourages creativity and innovation. 
	     
	      

	2. Takes advantage of opportunities to provide service to the Department, the University, and the community as appropriate. 
	     
	      

	3. Seeks out new job assignments; suggests ways to improve work. 
	     
	      

	4. Where applicable, participates in training and development opportunities and applies knowledge to job. 
	     
	      

	5. Other (Specify)
	     
	      


	Interaction with others:  Effective teamwork, effective communication, and a collaborative approach to accomplishing goals are indicators of a commitment to excellence.  The University values openness to different viewpoints and excellence in customer service.
	REVIEW OF 

THIS SKILL
	FINAL EVALUATION RATING

(E/M/D)

	1. Works effectively and productively as a team member.
	     
	      

	2. Treats all people with respect and civility.
	     
	      

	3. Includes others in decision-making and problem solving.
	     
	      

	4. Provides candid and constructive feedback, when appropriate.
	     
	      

	5. Provides quality service to students, colleagues, and the public.
	     
	      

	6. Other (Specify)
	     
	      


	Resourcefulness and Results:  Diligence and hard work are demonstrated by productivity, resourcefulness, attendance, and attention to safety principles.
	REVIEW OF 

THIS SKILL
	FINAL EVALUATION RATING

(E/M/D)

	1. Arrives to work on time; is prudent in use of leave and adheres to leave policies.
	     
	      

	2. Follows safe work practices and participates in safety training as appropriate.
	     
	      

	3. Complies with University policies and procedures; follows work rules.
	     
	      

	4. Willingly and effectively adapts to a variety of situations and change in the work environment.
	     
	      

	5. Consistently engages in work-related activity and makes productive use of work time
	     
	      

	6. Other (Specify)
	     
	      


	Leadership:  Whether in a supervisory or non-supervisory job, employees demonstrate excellence when they model desired behaviors, serve as a catalyst for change through positive attitudes, and positively represent the University.  Supervisors delegate responsibility and authority appropriately and effectively.
	REVIEW OF 

THIS SKILL
	FINAL EVALUATION RATING

(E/M/D)

	1. Accepts responsibility and is accountable for own actions
	     
	      

	2. Maintains composure; demonstrates restraint and self-control in difficult situations.
	     
	      

	3. Ensures employees are given relevant tools, training, and support to encourage success.
	     
	      

	4. Maintains a positive attitude, even during challenging and difficult situations.
	     
	      

	5. Other (Specify)
	     
	      


	Expertise:  Employees demonstrate excellence when they possess the requisite skills for a job, share their expertise with others, and broaden their knowledge and improve their skills through professional development.
	REVIEW OF

THIS SKILL
	FINAL EVALUATION RATING

(E/M/D)

	1. Demonstrates an interest in learning; keeps current in field.
	     
	      

	2. Produces high quality results; learns from mistakes.
	     
	      

	3. Takes initiative to improve skills and proficiency.
	     
	      

	4.               Other (Specify)
	     
	      


PART 3
PART 3:  Performance Review Overall Rating

· Use the information from Parts 1 and 2 to develop an Overall Rating.  Provide a narrative summary, if desired, and select the Overall Rating on the chart below.

· If employee did not meet expectations, a written improvement plan must be developed and discussed with the employee within 30 days.  

	
	Exceeded Expectations (E)
	Met Expectations (M)
	Did Not Meet (D)

	Check the appropriate box for the Overall Rating 
	 FORMCHECKBOX 
  Consistently exceeded expectation.
	 FORMCHECKBOX 
  Clearly and consistently met or exceeded the requirements of the job.
	 FORMCHECKBOX 
  Did not consistently meet the requirements of the job.


I have had the opportunity to review this document and discuss its contents with my supervisor.  My signature acknowledges that I have been informed of my performance ratings but does not necessarily indicate agreement.  

EMPLOYEE SIGNATURE:







DATE:




SUPERVISOR SIGNATURE:







DATE:




EMPLOYEE COMMENTS:
Please attach additional sheets, if necessary.
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