UNIVERSITY OF SAN DIEGO STAFF PERFORMANCE EVALUATION
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   Job Title:                     
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   Immediate Supervisor:      
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Next Level Supervisor:
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   Date of Review:
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 FORMTEXT 
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SUMMARY OF PERFORMANCE RATING AND DEFINITIONS

              Performance  Rating :


Rating  Definitions:

              O
Outstanding 


Performance is superior on a consistent and sustained basis

              E
Exceeds Expectations

Performance exceeds normal job requirements

              M
Meets Expectations

Performance meets position requirements, objectives & expectations

              N
Needs Improvement

Performance meets some of the position requirements, objectives & expectations

              D
Does Not Meet Job Standards
Requires immediate attention for improvement / Employee is on Probation

              N/A  




Not Applicable to the Employee’s Job
          employee











                       reviewer

          self-rating



      1.  institutional support & leadership


                            rating

	     
	Is familiar with the University’s Mission Statement and exemplifies its values of Academic Excellence, Knowledge, Community, Ethical Conduct and Compassionate Service when performing duties.


	     


2. DEPENDABILITY & WORK HABITS

	
	Attendance (consider unexcused absences; excessive or pattern absences; absence without notice), timely reporting to work and returning promptly from lunch and break periods.
	     

	     
	Demonstrates flexibility and understanding in adjusting hours to meet deadlines or commitments.
	     

	     
	Exhibits appropriate attire and grooming habits consistent with the requirements of the work environment.
	     

	     
	Maintains a clean and organized work area.
	     

	
	3. COMMUNICATION & INTERPERSONAL SKILLS
	

	     
	Verbal communication is clear and understandable.
	     

	     
	Written communication skills are understandable, concise, and organized
	     

	     
	Cooperates with co-workers.
	     

	     
	Cooperates with supervisor.
	     

	     
	Work related discussions are communicated with tact and respect for co-workers and supervisors.  
	     

	     
	Is attentive when listening to others.   Creates a positive attitude for interaction.
	     

	     
	Accepts constructive feedback in a positive manner.
	     

	
	4. JOB KNOWLEDGE
	

	     
	Demonstrates skills and knowledge required to perform the job with accuracy and thoroughness. 
	     

	     
	Demonstrates competent skills in the use of software and/or the operation of equipment required to perform the job.
	     

	     
	Demonstrates knowledge and understanding of how the job relates to other jobs within the department.
	     

	
	5. PLANNING & ORGANIZING SKILLS
	

	     
	Successfully prioritizes work; demonstrates the ability to meet deadlines within time limitations.   
	     

	     
	Demonstrates attention to details and assumes responsibility for mistakes.
	     

	
	6. INITIATIVE
	

	     
	Takes the initiative to set goals and objectives.
	     

	     
	Shows eagerness and willingness to learn new skills and perform new work activities and to help others learn.  
	     

	
	7. JUDGMENT SKILLS
	

	     
	Evaluates and prioritizes the importance and significance of events relevant to the workplace.
	     

	     
	Keeps the appropriate individuals apprised of pertinent developments and needs.
	     

	     
	Realistically weighs and evaluates information; separates important from unimportant; assesses probable consequences and takes appropriate action.
	     

	     
	Demonstrates the ability to make sound and timely decisions.  
	     

	     
	Devotes appropriate attention to rules and regulations. 
	     


	COMPLETE THIS SECTION FOR ALL EMPLOYEES

	Section A:   Record progress achieved in attaining previously set goals: 
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	Section B:   Record employee’s special achievements, accomplishments and superior performance incidents:
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	Section C:   A record of specific goals and a development plan to enhance the employee’s performance should be identified for the next evaluation period.
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	employee                                                                                                                                                                                                             REVIEWER          self-rating             complete only for employees who supervise staff or student personnel                                   rating

	
	PLANNING & ORGANIZING SKILLS:   Effectively plans, organizes, schedules and communicates goals objectives.     Effectively manages changing priorities.
	

	
	INSTRUCTING, TRAINING   AND EVALUATING SKILLS:  Provides clear verbal and written instructions and descriptions of job standards and performance expectations.  Provides necessary training to assist the employee in meeting the job requirements.  Conducts objective Performance Evaluations. 
	

	
	PRODUCTIVITY:  Balances the quality and quantity of work to meet the overall department goals.  Implements strategies to promote productivity and customer service.
	

	
	JUDGMENT & DECISION SKILLS:  Makes timely ethical decisions.  Demonstrates flexibility and skills to develop alternative solutions consistent with the overall goals of the University. Demonstrates accountability for actions and decisions 
	

	
	LEADERSHIP SKILLS :  Leads by example, supports and encourages employee to achieve performance and personal development goals.  Demonstrates accountability for employee’s performance results and counsels with employees on a regular basis. 
	

	
	BUDGET MANAGEMENT:  Operates within the allocated budget and anticipates unexpected expenditures.  Identifies alternative solutions to new or existing budgetary problems.  Keeps management apprised of changing financial priorities.
	

	
	DIVERSITY AND INCLUSION:  Establishes a work environment that treats employees with dignity and respect while acknowledging individual contributions.  Demonstrates value and respect for employees from diverse backgrounds and faith traditions. Creates a safe and trusting work atmosphere for all employees.  Promotes the mission values in department activities.
	

	
	OVERALL RATING OF EMPLOYEE’S PERFORMANCE (O-E-M-N-D)
	  

	Supervisory Comments/Summary:  Each performance factor with a rating of N or D requires a Performance Improvement Plan.  Based on your discussion, does the Employee Job Description need to be updated?  Yes ___  No___
RATING:______     
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	_______________________________    ___________  
 Supervisor’s Signature                                    Date 

I certify this report represents my accurate observations
	__________________________________          ___________

Manager’s Signature                                                    Date  

	Employee’s Comment (s):

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Employee Signature ________________________________________________           Date  _____________

Signature acknowledges receipt of this document and does not indicate agreement


     
Original  to Human Resources                                  Copy to Employee
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