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		                                                                                         Human Resources 

Performance Appraisal
Staff
[bookmark: Check2][bookmark: Check3]										                   |_| 90 Day    |_| Annual

	Employee Name:  
	Employee’s Banner ID#:  

	Title:  
	Department:  

	Supervisor:  
	Evaluation Period (dates):    From _____ to _____



	CORE COMPETENCIES

	SELF-AWARENESS

	· Understands own strengths, limitations, emotions, and drives
· Requests feedback from others on own performance
· Actively critiques own actions and their implications
· Views mistakes as learning opportunities
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	INTEGRITY

	· Behaves ethically in all situations
· Builds trust through honest interactions with others
· Words and actions reflect values
· Acts as a responsible steward of resources
	

	QUALITY & RESULTS ORIENTATION

	· Has both the knowledge and competency to meet quality requirements of the job
· Sets and achieves challenging goals
· Is accountable for behavior and decisions
	

	INTERPERSONAL EFFECTIVENESS

	· Communicates effectively with others both orally and in writing
· Displays a positive attitude and maintains positive working relationships
· Handles conflict skillfully
	

	CONTINUOUS LEARNING

	· Demonstrates flexibility in adapting to change
· Learns from experience
· Embraces opportunities to learn new knowledge and skill
	

	INNOVATION

	· Seeks to understand constituent needs
· Makes creative suggestions for solving problems
· Anticipates what has to be done and takes action
	



	POSITION RESPONSIBILITIES

	RESPONSIBILITY – copy & paste from position description
	Performance Comments

	
	





	GOAL/OBJECTIVE REVIEW

	GOALS/OBJECTIVES – taken from previous year’s review
	Met, Not Met, Re-defined

	


	




	PLANNING FOR THE FUTURE – NEXT YEAR’S GOALS/OBJECTIVES

	GOALS/OBJECTIVES
	Timeline Notes
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	OVERALL RATING – each column should have only one box checked. 
Ratings in-between two checkboxes will be rounded up.

	Core Competencies
	Job Responsibilities
	Ratings
	Rating Description

	|_|
	|_|
	Outstanding/
Outperforming
	· Individual in this category demonstrated exceptional ability to exhibit organizational values.
· All competencies, planned goals and objectives were achieved well above expectations.
· Accomplishments were made in unexpected areas.

	|_|
	|_|
	Exceeds Expectations
	· Individuals in this category consistently exceed expectations in most of the organizational values.
· All requirements were met and goals and objectives were achieved above the established standards.

	|_|
	|_|
	Solid Performer
	· Individuals in this category consistently meet expectations and at times exceed them in demonstrating organizational values.
· The requirements of performance were met and goals and objectives were achieved.

	|_|
	|_|
	Developing Performer
	· A rating at this level reflects that the individual is in a growth and learning mode in terms of organizational values and/or job competencies and responsibilities.
· Greater growth and development in the role can and are in the process of being achieved.
· Goals and skills development support will help this individual continue to learn and grow their capabilities.
· New employees, newly promoted and transferred employees tend to fall into the growth & development mode.
· Support:  requires support in the form of coaching and feedback to continue making progress.

	|_|
	|_|
	Improvement Required
	· Performance is somewhat below expectations for full competence, but some elements of satisfactory performance are exhibited.
· A rating at this level anticipates that improvement is achievable.
· This rating requires that a performance support plan be written.
· Supervision:  Requires greater than usual time and attention by supervisor.

	|_|
	|_|
	Unsatisfactory
	· Performance is consistently below expectations.
· A rating at this level requires that a performance plan be written.
· Supervision:  Requires excessive time and attention by supervisor.





	SUPERVISOR COMMENTS

	


	EMPLOYEE COMMENTS

	














This appraisal has been reviewed and discussed with the employee.

	Employee Signature


	Date

	Supervisor Signature


	Date
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