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Performance Management Review

Office of Human Resources 

	Name:       
	Position/Title:      

	
	

	Review Period: April 1, 2011 to March 31, 2012

	Date:      

	
	
	

	Supervisor:      
	Department:      

	
	

	Summarized Performance Rating:      
	


My signature below confirms that my supervisor and I discussed this review.  Special areas of agreement or disagreement are noted in the Staff Member’s Comments section below.  I understand that I am entitled to receive a copy of this form and attachments.

	Staff Member’s Comments (Attach Longer Comments):   

	     


	Staff Member:      
	Date:      

	                                        (Signature)
	

	
	

	Immediate Supervisor:      
	Date:      

	                                       (Signature)
	

	
	

	Department Head:      
	Date:      

	                                       (Signature)
	

	
	

	Senior Staff Member:      
	Date:      

	                                       (Signature)
	


Overview:
Performance management reviews are designed to encourage the flow of communication between supervisors and employees, to connect individual jobs to the College mission, to improve job understanding, to promote effective job performance, and to facilitate employee development.

Performance management review conversations should be a continuing process throughout the year, with a formal written and conversational review conducted at least once every calendar year.  Informal meetings should be held with employees frequently.   Ideally, the once-a-year formal performance management review is a summary of earlier meetings, with a portion of the review conversation time devoted to a discussion of future performance and career/personal development planning.  

Instructions to Supervisors:
· Begin to prepare for an individual performance review conversation and notify employee at least two weeks prior to the date of the actual conversation so that the employee can prepare for the review as well.

· Review the ratings below and give examples or make specific comments in each category to support the ratings.

· Attach current job description to this form.

The following ratings will be used in the review:
Proficient - Consistently meets and occasionally exceeds requirements of the position and performs in a fully satisfactory, reliable manner.  Performance is highly competent and consistent, resulting in a regular, ongoing achievement of the established standards for the position. Performance in this category enhances the opportunity of the work unit to achieve its goals. 

Highly Commendable  - Frequently exceeds requirements of the position; performance is significantly above expectations.  Achievements surpass the norm in a manner that makes an identifiable difference in the work that is important, understood, and accepted by both the supervisor and the employee.  An employee in this category usually meets all standards and objectives and makes regular contributions beyond the demands of her or his job. 

Extraordinary* - Consistently and substantially exceeds requirements of the position and performs at maximum levels of effectiveness.  Little, if any, opportunity remains for an employee in this category to improve his or her level or extent of contribution.  “Extraordinary,” “distinguished,”  “remarkable,” and “outstanding” are common descriptions of this level of performance.

Needs Improvement* - May meet minimum requirements of the position; may need to improve performance to meet expected levels in some areas of performance.  Employees in this category may inconsistently meet established norms and standards for the position or may regularly fail to meet the established standards and goals for the position.  Immediate and sustained improvement is required.

Not Applicable (NA) – Does not apply.

* These ratings must be explained in the Comments sections.

Basic Core Competencies:








	Ratings
	P
	H
	E
	NI
	NA


	Job Responsibilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understands essential objectives and responsibilities of the job as described in the job description and works to fulfill them.
	
	
	
	
	

	Knowledge
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Demonstrates knowledge necessary to meet objectives and responsibilities of the job description.
	
	
	
	
	

	Technical Skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Demonstrates proficiency in use of methods, tools, equipment and/or materials necessary to accomplish work.
	
	
	
	
	


Comments on Basic Core Competencies:

	     


Job Performance:

	                                           Ratings
	P
	H
	E
	NI
	NA


	Customer Service Orientation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Extent to which employee achieves harmonious, effective relationships with clients, associates and supervisors.
	
	
	
	
	

	Quality of Work
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Extent to which work produced meets requirements of accuracy, thoroughness, effectiveness and dependability.
	
	
	
	
	

	Quantity of Work
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The volume of satisfactory work produced under normal conditions and in relation to established standards.
	
	
	
	
	

	Work Organization/Time Management
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Ability to accomplish work assignments in an orderly, timely manner; ability to manage time by establishing priorities and developing work plans.
	
	
	
	
	


Comments on Job Performance:

	     


Factors Influencing Performance:









	                                           Ratings
	P
	H
	E
	NI
	NA


	Attitude/Cooperation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Amount of interest and enthusiasm shown in work; extent to which employee promotes cooperation and teamwork with others in work environment.
	
	
	
	
	

	Civility 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Extent to which employee demonstrates respect for others, generosity of spirit, open-mindedness, and concern for the common good.
	
	
	
	
	


	Contribution to the Mission of the College/Diversity
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Extent to which employee advances the college’s mission and actively creates/enhances a diverse environment.  
	
	
	
	
	

	Dependability/Following Direction
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Extent to which employee can be counted on to be on the job, maintain a good attendance record, carry out instructions and fulfill responsibilities.
	
	
	
	
	

	Initiative
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Ability to be self-directed, take appropriate action, and be efficient, resourceful and creative in attaining job objectives.
	
	
	
	
	

	Judgment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Extent to which decisions and actions are based on sound reasoning and weighing of outcomes, in support of organizational goals and priorities.
	
	
	
	
	

	Use of Technology
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Appropriately applies the use of technology to improve process and increase efficiencies.
	
	
	
	
	

	Written/Oral Communication
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Demonstrates ability for self-expression with clarity, accuracy and attention to detail.
	
	
	
	
	


Comments on Factors Influencing Performance:

	     


Needs Improvement





Extraordinary





Highly Commendable





Proficient





Not Applicable





Needs Improvement





Not Applicable





Extraordinary





Highly Commendable





Proficient
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