
[image: image1.jpg]



GOALS AND PERFORMANCE EVALUATION FOR STAFF
NARRATIVE


The Goals and Performance Evaluation form is intended to guide the supervisor and staff member in discussing the nature of the staff member’s job, agreed upon goals for the coming review period, and the staff member’s job performance during the past review period.  The final evaluation and the staff member’s self evaluation (optional) will become a part of the staff member’s employment record. The annual evaluation is one component of performance management, which includes ongoing feedback, coaching, and development.
	Staff Member


	Job Title


	Department



	Supervisor


	Review Period 
__ Annual Evaluation
__ Initial Review Period

	Date of Evaluation




	SECTION I: PERFORMANCE FACTORS: In this section, please enter a narrative that summarizes the staff member’s performance of job responsibilities, accomplishments, achievement of applicable goals, and developmental concerns/needs in the context of the following performance factors.  The inclusion of specific examples and observations is recommended. Please refer to the Guide to Defining Performance Levels for information about each performance factor.

The following factors apply to staff:

● Quality of Work and/or Productivity

● Dependability

● Technology Skills

● Flexibility

● Initiative

● Safety Compliance

● Interpersonal Relations, Collaboration, Teamwork

● Customer Focus

● Communication

● Use of Resources

The following factors apply to supervisors:
● Leadership and Development

● Performance Management



NARRATIVE:

	OVERALL EVALUATION 
(Check up to two levels.)
	MAJOR IMPROVEMENT REQUIRED
1
	SOME IMPROVEMENT REQUIRED
2
	SUCCESSFUL AND EFFECTIVE
3
	HIGHLY EFFECTIVE
4

	The supervisor’s assessment of the staff member’s overall performance during the review period.
	
	
	
	

	COMMENTS: 

	


	PERFORMANCE LEVELS  

	HIGHLY EFFECTIVE:   Contributions and high quality of work are widely recognized. The majority of performance outcomes routinely and consistently exceed defined expectations, producing important and impactful results for the department and/or College through planning, execution and creativity. Projects and objectives are completed in a manner that expands the scope and impact of the assignment. 

SUCCESSFUL AND EFFECTIVE:  The staff member is successful in performing the majority of job responsibilities and makes a solid, reliable and meaningful contribution to the department and/or College.  Performance is competent, efficient and effective along established expectations.  Initiative, resourcefulness and good judgment are consistently exercised.

SOME IMPROVEMENT REQUIRED:   While the staff member’s performance is effective in some areas, there are other areas in which performance is inconsistent and/or falls below established expectations.  A performance improvement plan should be developed, or already be in place, that defines performance objectives and strategies for achieving improvement.
MAJOR IMPROVEMENT REQUIRED:  Performance is not acceptable in critical areas of the job and falls below minimum expectations. Significant improvement is needed.  A performance improvement plan should be developed, or already be in place, that defines performance objectives and strategies for achieving improvement. 


	SECTION II: GOALS (Supervisor completes after discussion with staff member and review of the staff member’s self evaluation.  Self-evaluation may be attached to the final review.) 

	Summarize the status of goals established during the last review period and describe the performance goals established for coming review period. 



	SECTION III: SUPERVISOR’S ADDITIONAL COMMENTS AND SIGNATURE

	Enter additional comments about the staff member's performance and, if applicable, comments on performance factors not included above and/or specific job responsibilities.      


	__________________________________________



______________

SUPERVISOR’S SIGNATURE                                                                                 Date



	SECTION IV: STAFF MEMBER’S COMMENTS AND SIGNATURE (To be signed by the staff member after Sections I – III are completed and the supervisor signed and dated.)

	_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

__________________________________________



______________

STAFF MEMBER’S SIGNATURE:                                                                                Date 

Please sign and return original to your supervisor.
PLEASE NOTE: You are being asked to sign your evaluation to indicate you reviewed it and are aware of how your supervisor evaluated your performance during the year. Your signature acknowledges that you have seen your evaluation and does not imply that you agree with it. If you do not agree with the evaluation, you may reply in writing, either on the reverse of this form or on additional pages. The signed evaluation and any written response become a part of your employment record.


	SECTION V: REVIEWER’S COMMENTS (if applicable) A reviewer may sign and comment either before or after the staff member signs and comments. Please ensure the staff member receives a copy of the reviewer’s comments if they are entered after the staff member signs the evaluation.

	____________________________________________________________________________________________

_____________________________________________________________________________________________



	__________________________________________



______________

REVIEWER’S SIGNATURE                                                                                     Date
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