SUL ROSS STATE UNIVERSITY

SUPERVISORS/PROFESSIONAL STAFF PERFORMANCE PLANNING AND APPRAISAL

(Optional for Non-Supervisory Staff)
Circle One:        New Employee Review                   Annual Review                                Follow up Review


Date                                                             Employee's Name 
Department                                                                       Job Title 

PART I - STAFF REVIEW (Complete this section for all employees)
	TEAM WORK:  Works effectively with other employees. Helps others when needed. (Other 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.)

	INDIVIDUAL  (
	
	
	
	

	
	               SELDOM                           SOMETIMES                       FREQUENTLY                   CONSISTENTLY

	APPRAISER  (
	
	
	
	

	ANALYSIS: 

	ACCOUNTABILITY:  Displays professionalism in work.  Accepts responsibility for all areas of the job.  Meets changing conditions and situations in work responsibilities.  Complies with policies, procedures, and rules.  (Other Examples:  Does not make excuses for errors.  Does not blame others for mistakes.)

	INDIVIDUAL  (
	
	
	
	

	
	               SELDOM                           SOMETIMES                       FREQUENTLY                   CONSISTENTLY

	APPRAISER  (
	
	
	
	

	ANALYSIS:

	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.)

	INDIVIDUAL  (
	
	
	
	

	
	               SELDOM                           SOMETIMES                       FREQUENTLY                   CONSISTENTLY

	APPRAISER  (
	
	
	
	

	ANALYSIS:

	JOB KNOWLEDGE:  Possesses sufficient skill and knowledge to perform all parts of the job effectively, efficiently, and safely. Relates current problems to historical ones.  (Other Examples:  Makes active efforts to stay up-to-date.  Provides technical assistance to others. )

	INDIVIDUAL  (
	
	
	
	

	
	               SELDOM                           SOMETIMES                       FREQUENTLY                   CONSISTENTLY

	APPRAISER  (
	
	
	
	

	ANALYSIS:


	WORK QUALITY:  Uses time effectively and with a minimum of error.   Brings quality concerns to the attention of the appropriate individuals.  Sees to it that tasks are done well.  (Other Examples:  Does work thoroughly in a reasonable amount of time.)

	INDIVIDUAL  (
	
	
	
	

	
	               SELDOM                           SOMETIMES                       FREQUENTLY                   CONSISTENTLY

	APPRAISER  (
	
	
	
	

	ANALYSIS:

	SAFETY: Practices safe work habits, attends and participates in safety training sessions.  Accepts responsibility for personal safety and safety of others.  (Cannot use safety record here.)  (Other Examples:  Calls attention to unsafe work, areas, or  conditions. )

	INDIVIDUAL  (
	
	
	
	

	
	               SELDOM                           SOMETIMES                       FREQUENTLY                   CONSISTENTLY

	APPRAISER  (
	
	
	
	

	ANALYSIS:


PART II  - SUPERVISORY REVIEW (Complete for supervisors only.)

	LEADERSHIP ABILITY:  Earns respect and instills confidence within the department and campus wide.  Able to motivate employees to complete the  tasks with high degree of efficiency.  Sensitive to morale and satisfaction of subordinates.  Conveys the department's role in the University's mission to subordinates.  Delegates appropriately.

	INDIVIDUAL  (
	
	
	
	

	
	               SELDOM                           SOMETIMES                       FREQUENTLY                   CONSISTENTLY

	APPRAISER  (
	
	
	
	

	ANALYSIS:

	APPRAISAL AND DEVELOPMENT OF EMPLOYEES:  Able to select, train, and develop effective employees.  Exhibits fairness and impartiality with employees.  Objectively appraises work performance.  Confronts and resolves personnel issues constructively.

	INDIVIDUAL  (
	
	
	
	

	
	               SELDOM                           SOMETIMES                       FREQUENTLY                   CONSISTENTLY

	APPRAISER  (
	
	
	
	

	ANALYSIS:

	PLANNING AND ORGANIZATION:  Meets established deadlines.  Sets appropriate goals, establishes priorities, and makes effective use of available resources to complete projects.  Develops both short and long term plans.  Prepares and administers budget effectively.

	INDIVIDUAL  (
	
	
	
	

	
	               SELDOM                           SOMETIMES                       FREQUENTLY                   CONSISTENTLY

	APPRAISER  (
	
	
	
	

	ANALYSIS:


PART III - DEVELOPMENT/TRAINING NEEDS/PLANS (Complete this section for all employees.)

	


PART IV - APPRAISAL OF RESPONSIBILITIES, GOALS AND OBJECTIVES (Complete this section for administrative, professional or supervisory employees.  Optional for staff.)

	Responsibility:

	Objective/Goal:

	Results:

	Appraisal:

	Responsibility:

	Objective/Goal:

	Results:

	Appraisal:

	Responsibility:

	Objective/Goal:

	Results:

	Appraisal:


PART V -  MAJOR ACHIEVEMENTS/CONTRIBUTIONS (Complete this section for administrative, professional, or supervisory employees. Optional for staff).

	In the following sections, list the individual's three major achievements during the appraisal period.  Consider any action the individual took to improve the University.

	1.

	2.

	3.


PART VI -  FUTURE RESPONSIBILITIES, GOALS AND OBJECTIVES (Complete this section for administrative, professional, or supervisory employees. Optional for staff.)

	Responsibility:

	Objective/Goal:

	Responsibility:

	Objective/Goal:

	Responsibility:

	Objective/Goal:


PART VII -  APPRAISER'S SUMMARY (Complete this section for all employees.)

	


PART VIII - OVERALL PERFORMANCE APPRAISAL (Complete this section for all employees.)

	                 MARGINAL                     FAIR                      GOOD                    SUPERIOR                   DISTINGUISHED


PART IX - EMPLOYEE'S COMMENTS  (Optional for all employees.)

	


Employee's Signature:________________________________________________________Date:___________________________

Appraiser's Signature:________________________________________________________Date:___________________________

Next Level Supervisor's Signature:_____________________________________________ Date:___________________________

Department Head's Signature:_________________________________________________Date:___________________________

Vice President's Signature:____________________________________________________Date:___________________________

Please attach a copy of the job description and note any changes or additions.































