SUL ROSS STATE UNIVERSITY

NON-SUPERVISORY PERFORMANCE PLANNING AND APPRAISAL

Check One:    FORMCHECKBOX 
New Employee Review
 FORMCHECKBOX 
Annual Review
 FORMCHECKBOX 
Follow up Review
Date:_________________Employee’s Name:___________________________________Job Title:                      ​​​​​      
Part I -TECHNICAL SKILLS/WORK DUTIES:
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      PERIODIC TASKS
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WORK QUALITIES/RELATIONS:


             Seldom
 Sometimes    Frequently    Consistently   N/A

	1. Teamwork:  Works effectively with others
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	2. Accountability: Displays professionalism in work, complies with                           policies, procedures, and rules. 
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WORK REQUIREMENTS:



             Seldom
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	1. Safety:  Practices safe work habits, attends and participates in

    safety training sessions.
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Part II - APPRAISER’S SUMMARY/TRAINING NEEDS (Complete this section for all employees.)

	


Part III - EMPLOYEE’S COMMENTS (Optional for all employees.)

	


Part IV - OVERALL PERFORMANCE APPRAISAL (Complete this section for all employees.)
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SIGNATURES:

Employee:                                                             Date: ____________ Appraiser:____________________________________Date:____________
Department Head:___________________________ Date:____________  Vice President:____________________________ Date:____________

DEFINITIONS, EXAMPLES & INSTRUCTIONS

Check box that is most applicable to job duties, work relations, and work requirements.  If an item listed is not applicable to an employee’s specific area check N/A box.

 FORMCHECKBOX 
 Gray box for Employee’s Evaluation of self.

 FORMCHECKBOX 
 White box for Appraiser’s Evaluation of employee.

· Marginal – performs duties at a lower level or at a minimal for requirement.

· Fair – performs duties at a level that is neither excellent nor poor; moderate or tolerably good.
· Good – performs duties at a satisfactory or excellent level.

· Superior – performs duties at an above average in excellence level; skillfully done.

I.
Technical Skills/Work Duties

· Daily Routine Tasks – duties that are considered routine and consistent.

· Periodic Tasks – duties that may occur quarterly, biannual or annually.

II.
Work Qualities/Relations
· Teamwork: Works effectively with other employees.  Helps others when needed.  (Examples: Shares credit and opportunities when appropriate.  Displays an appropriate balance between personal effort and team effort.  Seeks solutions acceptable to all.  Maintains objectivity in conflict situations.)

· Accountability: Displays professionalism in work.  Accepts responsibility for all areas of the job.  Meets changing conditions and situations in work responsibilities.  (Other Examples: Does not make excuses for errors.  Does not blame others for mistakes.

· Motivation: Displays drive and energy in accomplishing tasks.  Displays enthusiasm for the job and the University.  (Other Examples: Handles several responsibilities concurrently and comfortably.  Displays a positive attitude in completing work assignments and interacting with others.)

· Seldom – rarely demonstrates this quality.

· Sometimes – on occasion, at times demonstrates this quality.

· Frequently – often; many times demonstrates this quality.
· Consistently – behavioral and performance standards are exceeded.
III.
Work Requirements

IV.
Appraiser’s Summary – Complete this section for all employees.  Section can address Training needs, goals and objectives for employee, major achievements/contributions and comments on overall evaluation of employee.

V.
Employee’s Comments – Optional for all employees.

VI.
Overall Performance Appraisal – Check box that is most applicable to the overall evaluation of the employee. Form should be signed by the employee, appraiser, department head if applicable and corresponding vice president.
· Distinguished – performs duties at an exceptionally meritorious and highly skillful level.  Must be supported by information contained in analysis and appraiser’s summary sections.
Form should be signed by the employee, appraiser, department head if applicable and corresponding vice president.
