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PERFORMANCE Review 
And planning form

	Employee:
	     
	Period Reviewed:
	From:
	     
	To:
	     

	Hire Date:
	     
	Department:
	     

	Position:
	     
	Supervisor:
	     

	Time in Position:
	     
	Second Level Mgr:
	

	
	
	

	Signature of Second Level Manager
(Required before delivery to employee)


	Section 1: Reviewing the Previous Year (or other period)
	Section 2: Planning for the Coming Year (or other period)

	1.(a) Results from previous review

1.(b) Reviewing employee contribution in the following performance categories:
· Contribution to university mission and objectives

· Individual performance characteristics

· Job responsibilities
· Overall summary, areas of strength, development areas

	2.(a) Goals and objectives


Section 1:  Reviewing the Previous Year
1.a. Results from previous review
INSTRUCTIONS: List (or insert) goals from previous review with target completion dates. Comment on results. Also describe additional accomplishments outside of previous goal-setting. 

     
1.b. Reviewing employee’s contribution 

INSTRUCTIONS: Each performance area should be evaluated based on the job requirements using the ratings listed at the top of each column.  Any rating other than “Meets Expectations” (above or below) requires the supervisor to provide supporting evidence in the comments section.
	· CONTRIBUTION TO UNIVERSITY MISSION AND OBJECTIVES
	
	

	Integration of Faith and Lifestyle
	
	
	
	

	Adheres to and publicly supports the university’s mission and faith and lifestyle statements
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	By words and action, provides a positive Christian role model for students
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Demonstrates awareness, respect and appreciation for diversity of culture, background, race, sex, political views, expressions of faith, etc. and works well with a variety of people
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Builds up others and avoids gossip and negativity
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”):      


	Service Orientation
	
	
	
	

	Knows who customers are, communicates responsively to them
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is viewed by customers as positive, friendly and helpful
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Responds to customers promptly and with good follow through
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is willing to go out of his/her way to serve others
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”):      


	Initiative
	
	
	
	

	Is motivated, has high interest level in achieving results
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Proposes creative ideas for getting the job done
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is a self starter
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Identifies problems and offers solutions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”):      


	Strategic Leadership (use for employees who supervise other employees)
	
	
	
	

	Provides direction for employees to accomplish department objectives related to or in support of university mission
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Works to build high morale in department and positive work environment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Accepts responsibility for department’s results
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is recognized by others as a leader
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Facilitates development of others and supports employees’ own development efforts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Delegates appropriately; provides timely, constructive and ongoing feedback
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Completes annual, timely performance reviews on all employees, including establishing goals and objectives for upcoming year and review of previous year’s goals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Hires and retains employees effectively
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”):      



	· INDIVIDUAL PERFORMANCE CHARACTERISTICS
	
	

	Communication and Interpersonal Skills
	
	
	
	

	Expresses him/herself appropriately & effectively orally
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Communicates effectively in writing, informally and formally
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Has effective formal presentation skills (if applicable)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Practices effective conflict resolution
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Expresses disagreement appropriately
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”):      


	Accountability/Responsibility
	
	
	
	

	Accepts responsibility for own actions and performance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Admits and learns from mistakes and accepts constructive criticism
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”):      


	Teamwork
	
	
	
	

	Maintains good working relationships and assists others in the department
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Maintains effective working relationships outside the department
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understands and participates in achieving departmental and university goals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”): 


	Flexibility/Adaptability
	
	
	
	

	Is flexible in responding to changes in procedures or responsibilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Handles interruptions with grace
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Adjusts well to shifting priorities and multiple demands
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Remains calm, effective and even-tempered in high pressure situations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”):      


	· JOB RESPONSIBILITIES
	
	
	

	Productivity
	
	
	

	Execution of projects and tasks is consistently well planned and organized
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Makes best use of time and resources; works efficiently
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Attends to detail while remaining focused on big picture
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”):      


	Judgment 
	
	
	
	

	Demonstrates the ability to make well-reasoned, sound decisions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Effectively supervises student employees, including hiring, training,           

delegating and coaching
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”):      



	Dependability
	
	
	
	

	Follows through on commitments and tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Completes work accurately and in a timely manner  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Can be counted on to be at work and on time unless time off is arranged in advance 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”):      


	Job Knowledge and Execution
	
	
	
	

	Understands job requirements, department procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Possesses skills necessary to perform job with minimal direction
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Fulfills responsibilities of the position (as described in job description)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”):      


	Work Safety/Environment
	
	
	
	

	Maintains a safe and pleasant work environment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Practices good safety habits and follows safety regulations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is proactive in contributing to work safety
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  Comments (required when at least one rating is above or below “Meets expectations”):      



	Overall Performance Summary

	Overall Performance Summary:  Please rate the employee’s overall performance by checking one of the rating descriptions below.  Include comments that explain and support the rating.  
 
       Exceeds expectations:  Employee clearly and consistently performs at a level above the requirements of the job, produces excellent results, assumes responsibilities beyond those normally assigned, demonstrates exceptional ability when faced with demanding responsibilities. 
 
       Meets expectations:  Employee produces expected results, assumes regularly assigned responsibilities, occasionally seeks new challenges, solves problems independently, meets deadlines, follows policy and procedures as appropriate, and prioritizes work effectively.
 
       Needs improvement to meet expectations:  Employee requires extra assistance in one or more of the following: setting and/or maintaining priorities, following instructions, understanding policies and procedures, meeting deadlines, producing accurate work, maintaining productive work relationships; or, for new employees, has not had sufficient experience or lacks important job knowledge which in most cases will be gained through on-the-job experience or training.  Areas that need improvement should be highlighted and an improvement plan included in the Goals and Objectives section.
 
       Does not meet expectations: Employee exhibits deficient performance and fails to meet some or all of the minimum requirements of the position and/or goals and has not responded appropriately to previous supervisory coaching.  This rating constitutes a corrective action plan and requires immediate and sustained performance improvement in order to continue employment, including meeting specific expectations set by the supervisor. A follow up performance review should be given following a specified period of time deemed appropriate by the supervisor.  


	Supervisor Comments:      

	
	

	Areas of Strength

	Based on this performance review and the employee’s job description, please list and elaborate on 2-3 of the employee’s strengths.
1.       
2.       
3.       

	Development Areas

	Based on this performance review and the employee’s job description, please list and elaborate on 2-3 areas in which the employee could improve and/or further develop.
1.       
2.       
3.       


EMPLOYEE COMMENTS (optional)
	     



Section 2:  Planning for the Coming Year (or review period)
INSTRUCTIONS: Please list specific goals and objectives for the coming review period and the time frame by which each goal is to be met. These goals and objectives should include both departmental goals and plans for personal and professional development. This section will be used as the basis for the “results from previous review” section on the next employee review.
	GOALS AND OBJECTIVES
	TIME FRAME

	
	     

	     

	1. 
	     

	     

	
	     

	     

	
	     

	     

	
	     

	     


Signatures
	
	
	

	Manager/Supervisor
	
	Employee

	     
	
	     

	Date
	
	Date



















































































