ANNUAL EMPLOYEE PERFORMANCE REVIEW
NAME: ________________________________________________ 
DEPARTMENT: ___________________________________________

TITLE: _________________________________________________ 
SUPERVISOR: ____________________________________________  
REVIEW PERIOD: ______________________________________

X = Exceptional:  Performance is consistently superior and significantly exceeds position requirements
H = Highly Effective:  Performance frequently exceeds position requirements

E = Effective:  Performance consistently meets position requirements

I = Improvement needed:  Performance meets some but not all position requirements

U = Unsatisfactory:  Performance consistently fails to meet minimum position requirements; employee lacks skills required or fails to utilize necessary skills

WORK PERFORMANCE



    X    H    E     I     U   N/A

 Comments
	1. Carries out responsibilities in a timely way and meets deadlines


	
	
	
	
	
	
	

	2. Skill at planning, organizing, and prioritizing workload


	
	
	
	
	
	
	

	3.Ability to work independently and effectively utilize available resources


	
	
	
	
	
	
	

	4 Willingness to take on additional responsibilities and demonstrate initiative


	
	
	
	
	
	
	

	5.  Reliability (attendance, punctuality)


	
	
	
	
	
	
	

	6.  Demonstrates good judgment and problem solving skills 
	
	
	
	
	
	
	

	7.  Maintains courteous and professional relationship with students, staff, faculty, and the public


	
	
	
	
	
	
	

	8.  Keeps supervisor and other  parties informed of work progress and relevant issues 
	
	
	
	
	
	
	


For employees with supervisory responsibility

X = Exceptional:  Performance is consistently superior and significantly exceeds position requirements

H = Highly Effective:  Performance frequently exceeds position requirements

E = Effective:  Performance consistently meets position requirements

I = Improvement needed:  Performance meets some but not all position requirements

U = Unsatisfactory:  Performance consistently fails to meet minimum position requirements; employee lacks skills required or fails to utilize necessary skills

WORK PERFORMANCE    



   X     H    E     I     U   N/A

COMMENTS
	1. Displays fairness toward all subordinates


	
	
	
	
	
	
	

	2.  Identifies performance expectations, gives timely feedback, and conducts formal performance evaluations


	
	
	
	
	
	
	

	3.  Helps employees see the potential for developing their skills; assists them in eliminating barriers to their development


	
	
	
	
	
	
	

	4.  Delegates responsibility where appropriate based on the employee’s ability and potential


	
	
	
	
	
	
	

	5.  Takes timely and appropriate corrective/disciplinary action with employees.  Provides positive feedback as appropriate.
	
	
	
	
	
	
	


Narrative Performance Summary - attach additional pages or Professional Activity Report (PAR) as applicable.
A.  Attach a current position description.  If applicable, make note of any significant changes since the last performance review.

B. Performance Assessment:  
1.  Are there areas of exceptional performance that should be particularly noted?  Provide specific examples.

2. Are there areas of performance needing more attention or improvement?  Provide specific examples.

3. State and discuss the expectations and goals for the upcoming review period.  Give examples of how these goals can be met (e.g. training).  How will you support the employee to accomplish these goals?

C.  Professional Development Activities - Provide information or list opportunities the employee is interested in pursuing in the next twelve months as part of his/her personal professional development:
D. Employee Comments:

Date of Review Session: ____________________________________
Please check one:

______ Employee submitted a Professional Activity Report (PAR) – see attached information

______ Employee had an opportunity to submit a Professional Activity Report (PAR) but did not provide information

My supervisor has discussed this performance review with me, and I have had the opportunity to respond.  

NOTE:  The employee’s signature does not indicate agreement, but confirms that the employee has had an opportunity to read and discuss this review.

Employee’s Signature_______________________________________________    Date_______________________________
Supervisor’s Signature_______________________________________________   Date_______________________________
