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	NAME:
	DEPARTMENT:

	POSITION:
	DATE PREPARED:


	INSTRUCTIONS FOR COMPLETING THE PERFORMANCE EVALUATION



	This performance evaluation is to serve as a record of performance and accomplishments during the past 12 months.  This performance evaluation must be discussed with each employee, not just read by the employee.  A rating of Above Expectation or a rating of Below Expectations requires comments justifying the rating.  The At Expectation does not require the comment section be filled in. The Comments section will expand as you enter your information. 



	RATINGS

The following descriptions will help you in using the rating scale.  

	Above 

Expectation
	Indicates exceptional performance, which consistently exceeds the quality and quantity requirements of the position. Takes the initiative resulting in very little if any supervision. Comments section explains in detail specifically how the performance meets this definition.

	At 

Expectation
	Indicates performance that consistently meets the requirements of the position.  Works very well with a minimum of supervision.  This evaluation will be that normally used to describe performance of high quality that meets the standards of the University.

	Below

Expectation
	Indicates performance which requires improvement.  If this category is used, there will be specific comments regarding how performance is to be improved.  

	
	

	OTHER COMMENTS BY SUPERVISOR

Additional comments or observations not previously made with respect to rating, whether exceptional performance or recommendations for improvements, may be made in the space provided at the end of this section.   Recommendations for improvement should be directed to specific areas in which the staff member may improve performance.


	RATING
	REVIEW QUESTIONS

	ABOVE
	AT
	BELOW
	

	
	
	
	How well does the employee interact with others? 

	Comments: 



	
	
	
	How clearly and concisely does the employee communicate?

	Comments: 



	
	
	
	How well does the employee demonstrate good judgment by clearly defining problems, considering options, and choosing logical solutions? 

	Comments: 



	
	
	
	How well does the employee demonstrate knowledge required to perform their job?

	Comments:



	
	
	
	How well does the employee show a desire for excellence, perform in stressful situations, and look for ways to improve?

	Comment



	
	
	
	How well does the employee perform his/her job responsibilities?

	Comments:



	
	
	
	How well did your employee meet his/her 2020-2021 goals?

	Comments: 




Describe the key areas that need improvement. 

	


Describe your employee’s major strengths.
	


Other comments by the supervisor.
	


Employee: Is there anything not asked or addressed in this review that should be considered? 

	


SIGNATURES

EMPLOYEE


_________________________________
DATE________________

SUPERVISOR


__________________________________
DATE________________

DIVISION 

VICE PRESIDENT 

__________________________________
DATE ________________

(If applicable)
Return signed original to the Human Resources Office with a copy of the Goals for 2021-2022 attached.
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