Non-Introductory
PSRP Performance Appraisal Form
Non-Introductory PSRP employees must be evaluated at least once every two years on the employee’s anniversary date.
REMINDER: 
Introductory employees must be evaluated at the conclusion of the first six months of employment. A second evaluation must be completed two weeks prior to the completion of the introductory period, if the employee still remains in the position at that time.

Transferred and promoted employees serve a three-month trial period. These employees must be evaluated at the conclusion of two months of employment in the position. 

	Employee Name:

     
	Supervisor’s Name:

     

	Title:

     
	Title:

     

	Time in present job:   

Years:                    Months:      

	Time supervising this employee: 
Years:                    Months:      
     
     


	Evaluation Period: 

From:                    To:      

	Department/Unit:

     



	Identify any changes to this position that occurred since the last review:

     

	Describe any changes to the position that are anticipated during the upcoming review period:
      


Identify performance targets from last review and results achieved and the level of achievement
	Performance Targets
	Results
	Status*

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


*Status: ET = Exceeded Target     MT = Met Target    BT = Below Target     U = Unacceptable 
	Describe  Accomplishments for this review period:

     

	Identify Opportunities for Improvement:

     


Set performance targets for next year:

	Performance Targets

	     

	     

	     

	     

	     


Set development goals and objectives for next year:
	Development Goals and Objectives:

     


Competency Assessment

This section requires the supervisor to assess the extent to which the employee demonstrates the competencies identified as important to effectiveness. The bulleted items provide fundamental elements of expected performance appropriate to the position.

	Assessment

S = Satisfactory
N = Need Improvement
	Competency Area

Collaboration

	1.  
2.  
3.  
4.  
5.  
6.  
	1. Balances team and individual responsibilities. 

2. Exhibits objectivity and openness to others' views.
3. Contributes to building a positive team spirit.
4. Puts success of team above own interests.
5. Demonstrates commitment to team goals and objectives.
6. Works well in group problem solving situations.

	Employee Comments:      

	Supervisor Comments:      

	Development Plan:      


	Assessment

S = Satisfactory

N = Need Improvement
	Competency Area

Professionalism

	1.  
2.  
3.  
4.  
5.  
6.  
	1. Possesses the expertise necessary to perform the functions of the job.

2. Fulfills job functions in a timely and efficient manner.

3. Uses appropriate judgment and decision making skills.

4. Accepts responsibility for own actions. 
5. Follows through on commitments.
6. Reports to work on time. Observes breaks and working hours. Uses leave time appropriately. Provides timely notification of absence. Ensures work responsibilities are covered when absent.
7. Completes work assignments on time. 


	Employee Comments:      

	Supervisor Comments:      

	Development Plan:      


	Assessment

S = Satisfactory

N = Need Improvement
	Competency Area

Customer Service

	1.  
2.  
3.  
4.  
5.  
6.  
7.  
	1. Responds promptly to customer needs. 
2. Responds effectively to customer requests for service or assistance.
3. Manages difficult or emotional customer situations. 

4. Solicits customer feedback (internal and external).
5. Applies customer feedback to improve service. 
6. Uses efficient and effective written and verbal communication skills.

7. Displays discretion, tact and sensitivity to the feelings of others.

	Employee Comments:      

	Supervisor Comments:      

	Development Plan:      


	Assessment

S = Satisfactory

N = Need Improvement
	Competency Area

Adaptability

	1.  
2.  
3.  
4.  
5.  
	1. Adapts to changes in the work environment.
2. Manages competing demands.
3. Changes approach or method to best fit the situation.
4. Develops alternative solutions.
5. Able to deal with frequent change, delays, or unexpected events.

	Employee Comments:      

	Supervisor Comments:      

	Development Plan:      


	Assessment

S = Satisfactory

N = Need Improvement
	Competency Area

Conflict Resolution/Problem Solving

	1.  
2.  
3.  
4.  
5.  
	1. Identifies and resolves problems in a timely manner.
2. Takes action to resolve interpersonal conflicts. 

3. Finds win/win solutions. 

4. Learns from his/her mistakes.
5. Uses reason even when dealing with emotional topics.

	Employee Comments:      

	Supervisor Comments:      

	Development Plan:      


	Assessment

S = Satisfactory

N = Need Improvement
	Values

Excellence

	1.  
2.  
3.  
4.  
5.  
6.  
	1. Consistently meets or exceeds the needs and expectations of learners, community and self.
2. Works to continuously improve the learning environment.
3. Continues own lifelong personal and professional development. 

4. Takes pride in what it is done, how it is done and where we work.
5. Produces work of the highest quality

6. Is innovative and forward thinking.

	Employee Comments:      

	Supervisor Comments:      

	Development Plan:      


	Assessment

S = Satisfactory

N = Need Improvement
	Values

Respect

	1.  
2.  
3.  
4.  
5.  
	1. Considers the talents, feelings and contributions of others in interactions and behaviors. 

2. Practices active listening and collaboration in daily work. 

3. Bases relationships on the essential dignity of each individual. 

4. Values diverse cultures, backgrounds, lifestyles and abilities.
5. Demonstrates understanding that inclusion makes us stronger and able to perform at higher levels.

	Employee Comments:      

	Supervisor Comments:      

	Development Plan:      


	Assessment

S = Satisfactory

N = Need Improvement
	Values
Integrity

	1.  
2.  
3.  
4.  
	1. Speaks and acts truthfully. 

2. Follows through on commitments.
3. Welcomes constructive assessment and suggestions for improvement.
4. Honors college role as stewards of the public trust through effective and efficient use of resources.

	Employee Comments:      

	Supervisor Comments:      

	Development Plan:      


Overall Performance Rating:

	 FORMCHECKBOX 
 Exceeds Expectations
	Work performance is consistently superior to expectations. Always achieves position expectations and frequently exceeds objectives through concerted effort. Demonstrates performance of a very high level of quality in all areas of responsibility.

	 FORMCHECKBOX 
 Achieves Expectations
	Work performance consistently fulfills expectations and periodically may exceed them. Work is of high quality in all significant areas of responsibility.

	 FORMCHECKBOX 
 Needs Improvement to Fully Achieve Expectations
	Fails to meet expectations in several performance areas or in one or more critical performance areas. Improvement is needed. A plan to correct performance must be outlined and monitored, and timelines established to improve performance.

	 FORMCHECKBOX 
 Fails to Achieve Expectations
	Does not meet expectations. Major shortcomings in performance will require reassignment or separation if plans for progress are unsuccessful.


	Employee’s Comments
(Optional. If employee wishes to do so, any comments concerning the appraisal may be indicated in this section, or by an attachment.)

     


	I have read and discussed this appraisal with my supervisor and I understand its contents. My signature means that I have been advised of my performance status and does not necessarily imply that I agree with either the appraisal or the contents.
Employee’s Signature ___________________________________                     Date _______________ 
  


	Supervisor’s Comments

     


	_________________________________________
Immediate Supervisor Signature / Date
	_____________________________________________
Division/Department Supervisor Signature / Date


Send original form to HR, copies to employee and supervisor

