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EASTERN WEW WENIED UNIVERSITY RISWEL



       PERFORMANCE EVALUATION - SUPPORT

General Information:

Employee Name                                                                     Evaluation Date 


Job Title/Step/Grade




       Department   
Evaluation Purpose:  Annual
           Probation                 3 Months
                        6 Months  
        
A mid-year review occurred on                       Supervisor’s Initials __________Employee’s Initials___________
Evaluator Instructions:  Carefully assess the employee’s job performance by checking the appropriate response that best describes the amount or degree of the standard or ability displayed by the worker on the job.  Comments specific to the standard may be made below each rating. Ratings are defined below.  Written Comments are required for ratings of “Unsatisfactory” or “Outstanding”.  Note: Before initiating this review, a job description should be available for review. This review should be conducted on the basis of the requirements set forth in the job description and performance expectations as defined for this evaluation period. (Attach job description to this form)

My current job description reflects my current duties and responsibilities:                  Yes         
No    
Rating Definitions

Outstanding – Performance is exceptional in all areas and is recognizable as being far superior to others.

Superior - Results clearly exceed most position requirements. Performance is of high quality and is achieved on a consistent basis.
Fully Meets Requirements – Competent and dependable level of performance.  Meets performance standards of the job.

Needs Improvement – Performance is deficient in certain areas. Improvement is necessary.

Unsatisfactory – Results are generally unacceptable and require immediate improvement.

1. Performance Expectations:

    Goals and Objectives (Note: This section is to be completed at the beginning of the evaluation period)


2. Job-related Developmental and Educational Advancement: (filled out by employee for current year)
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3. Current Year Evaluation:

a. Customer Service – Responds quickly and in a friendly manner to requests from students, faculty, staff, administrators, and the external community.
	
	
	Check One

	
	5
	Outstanding

	
	4
	Superior

	
	3
	Fully Meets Requirements

	
	2
	Needs Improvement

	
	1
	Unsatisfactory



b. Job Knowledge (Grasp of procedures and methods of operations, equipment involved on the job, and subject matter)

	
	
	Check One

	
	5
	Outstanding

	
	4
	Superior

	
	3
	Fully Meets Requirements

	
	2
	Needs Improvement

	
	1
	Unsatisfactory



  c. Initiative (Degree to which employee is a self-starter, can work with minimum supervision, seeks new and better methods to do job, contributes new ideas to the operation)
	
	
	     Check One

	
	5
	Outstanding

	
	4
	Superior

	
	3
	Fully Meets Requirements

	
	2
	Needs Improvement

	
	1
	Unsatisfactory



[image: image2]
  d. Quality of Work (Accuracy, content and thoroughness of employee’s work)

	
	
	     Check One

	
	5
	Outstanding

	
	4
	Superior

	
	3
	Fully Meets Requirements

	
	2
	Needs Improvement

	
	1
	Unsatisfactory


 e. Quantity of Work (Degree to which employee meets or exceeds expectations of 
productivity)





	
	
	     Check One

	
	5
	Outstanding

	
	4
	Superior

	
	3
	Fully Meets Requirements

	
	2
	Needs Improvement

	
	1
	Unsatisfactory


 f. Interpersonal Skills (Degree to which employee assists others, gets along with supervisor and co-workers as well as customers and other people contacted in course of job, accepts assignments, and accepts suggestions/assistance)
	
	
	     Check One

	
	5
	Outstanding

	
	4
	Superior

	
	3
	Fully Meets Requirements

	
	2
	Needs Improvement

	
	1
	Unsatisfactory
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g. Attendance and Punctuality (The extent to which an employee is punctual, observes prescribed work break/meal periods, and overall attendance record)





          

	
	
	     Check One

	
	5
	Outstanding

	
	4
	Superior

	
	3
	Fully Meets Requirements

	
	2
	Needs Improvement

	
	1
	Unsatisfactory


4. Summary of Evaluation: The supervisor must provide a summary of the performance evaluation.  This section enables the supervisor to address strengths as well as areas needing improvement.

	
	
	     Check One

	
	5
	Outstanding

	
	4
	Superior

	
	3
	Fully Meets Requirements

	
	2
	Needs Improvement

	
	1
	Unsatisfactory
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Please complete the following by evaluating the employee’s strengths, areas for improvement, and agreed upon goals for  development and improvement of performance.
Strengths

Areas for Future Attention: 

Goals for Development and Improvement of Performance: 

Signed: _______________________________________                                               ___________________________________    
             Supervisor
                                                        

         Date

Signed: _______________________________________                                               ____________________________________
            * Employee                                                                                    

         Date

*This evaluation has been discussed with me by my supervisor.  I understand that I may comment below.

Second Level Supervisor Signature: _________________________    Date __________________________
                
      Optional Employee Comments
Do you agree/disagree with the evaluation or any aspect of it?  Why? 

Can your supervisor provide any additional assistance which you feel would further contribute to your overall effectiveness and/or development? 


Employee Signature: ____________________________________     Date: ____________________________________________
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