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	Administrative Staff Performance Appraisal




The purpose of the College’s performance appraisal program is to provide guidance to employees about what is essential for their positions, what is expected from them in terms of their performance, and where they have growth opportunities.

· This form is designed to facilitate an ongoing employee and supervisor discussion of professional behavior, expected success factors and results. It should be used for the year-end performance review.
· The employee must complete the self-reflection Section 2 and may provide comments in Section 7 of the form.
· The supervisor completes Sections 4 (providing performance ratings), 5 and 6 of the form.
	1.  EMPLOYEE INFORMATION

	Name
	        
	Banner ID
	J     

	Position Title
	     
	Review Date
	     

	Department
	     
	Supervisor
	     

	2.  EMPLOYEE SUMMARY OF PRIOR YEAR PERFORMANCE

	Identify: (i) agreed-upon goals for the year and the status toward attainment of these goals; (ii) accomplishments for the year; (iii) employee identified areas for growth (either to improve performance and/or for career growth); and (iv) employee identified proposed goals and priorities for the upcoming year.
     


	3.  RATING SCALE

	E
	EXCELLENT
	Employee’s performance meets and consistently exceeds the required level of performance for the position. Employee regularly exceeds position requirements even on some of the more difficult and complex parts of the job.

	S
	SATISFACTORY
	Employee’s performance meets the defined job performance requirements. The employee consistently demonstrates work behaviors and skills which meet the expectations of one who is doing a good job. The satisfactory performance is due to the employee’s own effort and skill.

	LP
	LEARNING PERIOD
	Employee’s performance may meet some of the job expectations, but does not fully meet the remainder due to a learning period for a new role or responsibility.

	NI
	NEEDS IMPROVEMENT
	The employee does not consistently demonstrate behaviors and skills which meet the defined job performance requirements. Employee’s performance may meet some of the job expectations, but does not fully meet the remainder.

	U
	UNSATISFACTORY
	Employee’s performance consistently fails to demonstrate behaviors and skills which meet job performance expectations. The performance does not meet most or all of the defined job requirements.

	NA
	Not Applicable


	

	4.  SUPERVISOR RATING SECTION

	Success Factors
	Supervisor

Rating

	1. Job Knowledge – Demonstrates the knowledge and skill necessary to perform effectively. Understands the expectations of the job and stays current with new developments, technologies, methods, theories, approaches, and processes in area of responsibility. Demonstrates interest in developing and extending professional knowledge. Applies knowledge effectively given circumstances of varying situations.
· Comments:      
	 FORMDROPDOWN 


	2. Quality & Commitment – Accurately and thoroughly completes work in a timely manner. Works effectively, uses time effectively, takes initiative in addressing problems. Takes responsibility for meeting deadlines without sacrificing accuracy, quality, or service satisfaction. Assumes “ownership” when appropriate. Can be counted on by others to complete assigned responsibilities. Demonstrates commitment to the department and college mission.
· Comments:      
	 FORMDROPDOWN 


	3. Customer Service Focus – Anticipates, listens to and understands customer needs (internal and external), and responds to those needs. Reacts to questions and issues with an attitude of collegiality and problem-solving. Delivers work product and services to customers in a pleasant manner, which reflects positively on the work unit, department and college.

· Comments:      
	 FORMDROPDOWN 


	4. Teamwork & Cooperation – Fosters cooperative relationships both inside and outside the department. Integrates own activities with larger group. Readily gives and receives help. Values contributions made by others. Actively seeks and achieves group participation to improve work and solve problems. Is a productive team member, participating in discussions, contributing to the knowledge base of the team, and following through on group assignments in a timely manner.
· Comments:      
	 FORMDROPDOWN 


	5. Effective Communication – Communicates openly, honestly, and accurately. Expresses ideas and information in writing and verbally in an effective manner that is complete, clear and concise, organized and appropriate to the audience. Conveys information to supervisors, peers and customers in a timely manner. Listens to others, and is open to and evaluates suggestions from others. 

· Comments:      
	 FORMDROPDOWN 


	6. Judgment & Decision Making – Demonstrates maturity in solving problems and in dealing with people. Anticipates and identifies problems. Evaluates alternative solutions and is open to new or different solutions. Takes or recommends appropriate actions and determines which problems to handle independently and which to refer. Follows up on problems and helps to bring about resolution.
· Comments:      
	 FORMDROPDOWN 


	7. Initiative & Creativity – Generates ideas and creative solutions. Shows enthusiasm and flexibility for new ideas, programs and procedures. Promotes/facilitates innovation and creativity on the part of others. Is self-starting, resourceful and creative. Uses technology for analysis and assessment.
· Comments:      
	 FORMDROPDOWN 


	Managerial Factors
	Supervisor

Rating

	8. Leadership – Creates a vision for the college, division, department or work unit. Effectively communicates a shared purpose, builds trust among colleagues, and takes action to realize goals and objectives. Motivates others to develop and enhance operations and services.
· Comments:      
	 FORMDROPDOWN 


	9. Performance Management – Ensures completion of timely, periodic performance reviews with direct reports, carried out in a fair and unbiased way. Follows through with feedback, coaching, and in the development of direct reports and overall work unit, department or division. Delegates tasks wisely and follows up on tasks assigned to others to ensure full and accurate completion in a timely manner.
· Comments:      
	 FORMDROPDOWN 


	10. Budget Consciousness – Maintains awareness of budgets and expenses as appropriate, and controls funds to ensure all expenditures are within approved budgets or available funds.

· Comments:      
	 FORMDROPDOWN 


	Overall Rating
	Supervisor

Rating

	Summarize employee’s overall performance for this review period.

· Comments:      
	 FORMDROPDOWN 



	5.  DEVELOPMENT & TRAINING PLAN (to be completed by supervisor)

	Areas for Development

	What skills/knowledge/behaviors need to be developed to maximize the employee’s success?

     


	Development Action Plan

	A Development and Training Plan is required if there are specific areas in this evaluation noted as NI (Needs Improvement) or UN (Unsatisfactory), or if this represents the overall rating. It is recommended that a Plan be developed for all staff, to improve and grow strengths and capacities.

Include action steps to develop skills/ knowledge/behaviors (e.g., Banner training, participation in special projects, certifications, cross-training and shadowing, other types of training). To be completed jointly by employee and supervisor.



	Skills/Knowledge/Behavior

Identified above
	Action Steps

Identify steps to develop these skills/knowledge/behaviors
	Metric

Define how progress will be measured
	Target Completion Date

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	6.  NEW YEAR GOALS & OBJECTIVES (to be completed by supervisor)

	(Stated goals and objectives should be specific and measurable)
     


	7.  EMPLOYEE COMMENTS

	     


	8.  SIGNATURES (Employee signature acknowledges receipt of the completed evaluation; it does not necessarily indicate agreement.)

	

	   Employee Signature                                                                                                                        Date



	   Supervisor Signature                                                                                                                      Date



	   Senior Administrator Signature                                                                                                     Date    
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