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Performance Evaluation Program for Administrators 

Planning Phase - Begins the Performance Cycle. Goals are established.
· Supervisor and employee review the position description and divisional and departmental goals and objectives.  The employee then develops goals within the areas of Core Performance Goals (Section I) and Job-Specific Performance Goals (Section II) and the Professional Development Plan (Section IV). To ensure objectivity, the supervisor should make certain that goals are set with the needs and requirements of the position in mind, not the person holding the position.

· Goals should be SMART; (Specific, Measurable, Attainable, Relevant and Time-based).

Coaching Phase - Occurs throughout the performance year. 
· Through regularly scheduled dialogue sessions, supervisor and employee meet to discuss progress, accomplishments and obstacles impacting attainment of set goals. Goals may be adjusted/updated to address changing issues. 

Reviewing Phase - Formally, occurs at the conclusion of the Performance cycle. Employee and supervisor both
provide evaluative statements on actual results attained.
· Employee completes Employee Statement on Actual Results within Core Performance Goals (Section I) and Job-Specific Performance Goals (Section II). 
Note: The supervisor bases the evaluation on the employees’ performance during the entire review period, not isolated incidents or performance prior to the current review period.

· The 4 scale rating system measures performance as follows:

Exceeds Expectations - Frequently and consistently performs at a very high and/or superior level.
Meets Expectations - Generally and usually meets performance expectations.
Below Expectations/Needs Improvement - Meets some of the expectations in a satisfactory
manner, but often fails to adequately meet some of the expectation(s). Deficiencies must be corrected.
Unsatisfactory - Performance does not meet minimum expectations and employee must improve or
corrective action will be taken up to and including possible termination.
· The supervisor completes the Supervisor’s Evaluation column in Core Performance Goals (Section I) and Job-Specific Performance Goals (Section II). The supervisor, using the scale, assigns a rating to each goal and provides comments as appropriate. The supervisor then calculates a rating for each section. 

· The supervisor then rates the employee on Job Performance Competencies (Section III) and provides comments as appropriate. 
· The supervisor then completes the Accomplishment(s) section of the Professional Development Plan (Section IV).

· The Overall Performance Rating (Section V) is also completed by the supervisor. An Overall Performance Summary is written and an overall rating is calculated. 

· The employee and the supervisor meet to review the evaluation, make necessary adjustments, and sign as appropriate.
Rewarding Phase - Monetary increase associated with performance goals meet or exceeded. 

· Across the board increases, merit increases, pay-for-performance initiatives, etc. will not be awarded to any employee for whom the Department of Human Resources does not receive a yearly performance evaluation report. Only those employees whose ratings are at the Meets Expectations or Exceeds Expectations levels are eligible to participate in any salary adjustments.

Performance Evaluation Report for Administrators

Performance Period:  July 2008 – June 2009

	Employee Name:                                                                       

Title:                                                                                             

Department:                                                                                 

Supervisor/Manager:           

Type of Evaluation:        FORMCHECKBOX 
  Regular       FORMCHECKBOX 
 Interim


SECTION I. Core Performance Goals and Results - (What work is done)

Core performance results are universally applied. They are intended to describe essential behaviors that all employees, regardless of position, should demonstrate in the performance of their duties. These should be tailored to the specific role and environment within which your work is performed.
Servant Leadership:  Serves others while staying focused on achieving results consistent with the University mission and strategic goals. Recognizes the contributions of individuals who support teamwork and collaboration. Works to resolve workplace conflicts and tensions. 

(Include items that relate to University Strategic goal: Enhancing the University’s Catholic Character) 

	Goal Statement
	Employee Statement on Actual Results
	Supervisor’s Evaluation

	     

	     
	     


Comments:
     
Service Excellence:  Demonstrates commitment to quality service in campus interactions with students, faculty, administrators, colleagues, and external contacts.  Understands and appreciates how quality, accuracy, and timeliness impact the University’s success. 

(Include items that relate to University Strategic goals: Building a Distinctive Undergraduate Experience; Developing Highly Distinguished Educational Programs; and Fostering a Vibrant Community where all can flourish)
	Goal Statement
	Employee Statement on Actual Results
	Supervisor’s Evaluation

	     

	     
	     


Comments:
     
Resource Stewardship: Contributes to the financial health of the University. Uses time and resources well.  Consistently completes appropriate documentation such as AOCs, requisitions, and request forms on a timely basis. Include items that relate to University Strategic goal: Strengthening our Stewardship.

	Goal Statement
	Employee Statement on Actual Results
	Supervisor’s Evaluation

	     

	     
	     


Comments:
     
Comments required for any rating of “Exceeds Expectations”, “Below Expectations/Needs Improvement” or “Unsatisfactory”).
Section I Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory
Section II - Job-Specific Performance Goals and Results (What work is done)

To supplement goals set in the three core performance areas, establish three to five performance goals that align with University and departmental goals and are applicable to your position and its functional responsibilities. Also include goals specific to technology e.g. skills development, integration of new technology etc.

	Goal Statement
	Employee Statement on Actual Results
	Supervisor’s Evaluation

	     

	     
	     


Comments:
     
	Goal Statement
	Employee Statement on Actual Results
	Supervisor’s Evaluation

	     

	     
	     


Comments:
     
	Goal Statement
	Employee Statement on Actual Results
	Supervisor’s Evaluation

	     

	     
	     


Comments:
     
	Goal Statement
	Employee Statement on Actual Results
	Supervisor’s Evaluation

	     

	     
	     


Comments:
     
	Goal Statement
	Employee Statement on Actual Results
	Supervisor’s Evaluation

	     

	     
	     


Comments:
     
Comments required for any rating of “Exceeds Expectations”, “Below Expectations/Needs Improvement” or “Unsatisfactory”).
Section II Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory
Section III - Job Performance Competencies - (How work is done)

A competency is an underlying characteristic of an individual that causes or predicts effective and/or superior performance in a job situation.

Job Knowledge/Skills: Demonstrates job relevant knowledge and essential skills gained through experience, general education and/or specialized training.
Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory

Comments:
     
Communication: Exchanges oral and written information with others in a professional, effective, timely, clear, and organized manner.

Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory

Comments:

     
Initiative/Problem Solving: Contributes new ideas and methods; works independently toward 
approved goals, follows through on assignments
Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory
Comments:
     
Teamwork: Works collaboratively in a group as a team member to accomplish stated goals. Gives

regular feedback to team regarding process and accomplishments.  Demonstrates willingness to

function as a team player.

Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory

Comments:
     
Interpersonal Skills: Demonstrates harmonious interaction with all constituents; develops and maintains positive and constructive internal/external relationships.
Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory
Comments:
     
Work Results: Demonstrates results in meeting established objectives/expectations/standards of quality, quantity, customer service, and timeliness as an individual and in a team.

Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory

Comments:
     
Work Habits: Demonstrates ability to plan, organize and prioritize work; uses care handling

equipment, supplies and resources.

Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory

Comments:
     
Dependability: Demonstrates reliability to work steadily and effectively; punctuality; regularity of attendance. 

Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory

Comments:
     
Forward-Thinking: Demonstrates innovation, openness to new approaches/methods to accomplish work tasks. Creative thinker; thinks outside the box. Willing to apply new approaches to
work.
Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory

Comments:
     
Only those who supervise should be evaluated on the following performance factor.

Supervision/Management: Manages programs/projects/employees with sound judgment, and with the appropriate expectations of achievement.

Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory
Comments:

     
Comments required for any rating of “Exceeds Expectations”, “Below Expectations/Needs Improvement” or “Unsatisfactory”).
Section III Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory
Section IV - Professional Development Plan
	Goal Statement(s)
	Accomplishment(s)

Completed by the supervisor at the conclusion of the performance period.

	     

	     


Comments required for any rating of “Exceeds Expectations”, “Below Expectations/Needs Improvement” or “Unsatisfactory”).
Section IV Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory
Section V – Overall Performance Rating

	Overall Performance Summary

Completed by the supervisor at the conclusion of the performance period.

	     



Comments required for any rating of “Exceeds Expectations”, “Below Expectations/Needs Improvement” or “Unsatisfactory”).

Overall Performance Evaluation Rating

 FORMCHECKBOX 

Exceeds Expectations

 FORMCHECKBOX 

Meets Expectations

 FORMCHECKBOX 

Below Expectations/Needs Improvement

 FORMCHECKBOX 

Unsatisfactory

I                                       am in agreement with this performance evaluation.


     (Employee’s name)

___________________________________


        Date:                


 (Employee’s signature)




 

Comments:     
I                                      am not in agreement with this performance evaluation.


    (Employee’s name)

___________________________________


        Date:                


 (Employee’s signature)




 

Comments:     
Supervisor’s Name:     






Supervisor’s Signature: _________________________________Date:      
Reviewing Administrator’s Name:     






Reviewing Administrator’s Signature: ______________________Date:      
Vice President’s Name:     





Vice President’s Signature: ______________________________Date:      
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