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Introductory Performance Evaluation Form

Name of Employee being reviewed:     

Position Title and Department:      

The purpose of this Introductory Review is to assess the staff member’s performance and to communicate to the employee how well s/he is meeting the objectives of the position. 
This includes: 
·  Evaluating how successfully job responsibilities are being performed.

·  Giving recognition for accomplishments.

·  Identifying areas needing improvements.

·  Clarifying expectations for the performance of work.



PROCEDURES FOR SUPERVISORS:

1. Notify the staff member that an Introductory performance review will soon be conducted, and schedule a private meeting for the review.

2. A “Self-Assessment Form” has already been e-mailed to the employee.  Request that s/he return it to you before the meeting so that you can include this in your discussion.
3. Review the position description with the employee so s/he is aware of all aspects of the job.  (If the description is revised, please e-mail an updated copy to the HR Office).

4. Using the performance factors on this form as a guideline, discuss the staff member’s performance with your supervisor before meeting with the employee.   You and your supervisor should sign the evaluation form before presenting it to the staff member. 
5. Meet with the employee and discuss information provided in his/her Self-Assessment. Design a plan to address areas needing improvement, and schedule a follow-up meeting concerning on-going improvements.

6. Give the written evaluation to employee to review, add comments, sign, and return to you for mailing to HR. 
7. Attach employee’s “Self-Assessment,” and forward both to the Human Resources Office.

Please Note:

This completed report will serve as documentation of the employee’s performance and will become part of his/her personnel file.  It is important that you fairly and accurately report levels of performance.   Please do not fall victim to the “halo effect” where an employee does a few things very well, and you indicate “1” in every factor.  It is unlikely that a new employee will have mastered all aspects of their position in their Introductory Period.   This is your opportunity to guide the new staff member in areas that may need attention/improvements. 


Please return of completed evaluation form to Human Resources Office by: 

Rating Guide

1
=
Successful in his/her ability to fully grasp and meet goals and objectives.

2
=
Responsibilities are met in generally acceptable manner.

3
=
Some Improvements needed as the employee grows into this position
4
=
Shortcomings in performance; few expectations are met; improved performance is 



necessary.

	Factors for review
	Rating
	Comments

	Quality of Work:

Regularly fulfills responsibilities; accuracy of completed work; meets work standards.


	 FORMDROPDOWN 

	     

	Quantity of Work:

Successfully completes amount of work required on or before deadlines.


	 FORMDROPDOWN 

	     

	Resourcefulness:

Demonstrates initiative; makes use of others’ expertise; works effectively without constant supervision.


	 FORMDROPDOWN 

	     

	Adaptability and Flexibility:

Successfully meets demands of new situations and adjusts to change; ability to respond appropriately in stressful situations.


	 FORMDROPDOWN 

	     

	Communication Skills:

Demonstrates proficiency at expressing ideas, listening, and providing productive feedback; communicates clearly through written and oral self-expression.
	 FORMDROPDOWN 

	     

	Attendance:

Punctual in arriving/leaving work and at meetings/appointments.


	 FORMDROPDOWN 

	     


	Factors for review
	Rating
	Comments

	Working Relationships: *

Exhibits positive, supportive and cooperative rapport with others; effectively deals with people at various levels to achieve desired results.  Demonstrates commitment to service University constituencies.


	 FORMDROPDOWN 

	     

	Reliability:

Can be depended upon to carry through assignments; meets deadlines.


	 FORMDROPDOWN 

	     

	Planning and Organization:

Anticipates problems and initiates appropriate action; effectively determines priorities; maintains systematic approach to fulfilling responsibilities in a timely fashion.


	 FORMDROPDOWN 

	     

	Problem Solving and Decision Making:

Displays good judgment in handling problematic situations and evaluating alternatives; takes initiative to resolve problems in a positive manner.


	 FORMDROPDOWN 

	     

	Resource Management (for employees with budgetary responsibilities):

Demonstrated ability to control University and Department costs and to operate effectively within allocated budgets.


	 FORMDROPDOWN 

	     

	Supervisory (for supervisors only):

Effective in managing the work of others; inspires cooperation and support; motivates staff to work toward common goals; creates a climate of growth, development and support for staff.
	 FORMDROPDOWN 

	     

	Has the employee completed the On-Line Training Program on Sexual Harassment Prevention distributed electronically by HR.?   If not when will this be accomplished:      

	
	 FORMCHECKBOX 
     Yes 

 FORMCHECKBOX 
     No 


* The University encourages input from co-workers regarding working relationships.  Please explain how you arrived at this evaluation (i.e. own observations, feedback from others, etc.)

The staff member has demonstrated particular strengths in the following aspects of his/her work:
     
Improvement in work performance may be brought about in the following ways (attach additional page if necessary):

     

Overall Performance Is Considered To Be:



 FORMCHECKBOX 
     Generally acceptable                FORMCHECKBOX 
     Some improvements needed     
                FORMCHECKBOX 
     Shortcomings in performance:   Follow Up Review Scheduled for:  ___________
        

     


Reviewer’s Signature
Date

       Please PRINT Name: ______________________________________________
       

     


Signature of Reviewer’s Supervisor
Date


I acknowledge that I have had the opportunity to read and discuss this review.



Staff Member’s Signature
Date

Staff Member’s Comments:       
8/2008 HR/AA
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