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Performance Feedback for Individual Contributors
GUIDING PRINCIPLES

· Excellence is the expectation.

· Formal and honest feedback increases engagement and positive performance. 
· University risk is mitigated where  management excels
· Performance criteria should be explicit and well understood.

· Commitment and extra effort are increased when people have a “say” in how to accomplish their work.
· How works gets accomplished is as important as what gets accomplished.  

FEEDBACK TOOL COMPONENTS

Commitments and Accomplishments
Comment on what has been accomplished during the review period against what was promised or expected. Outstanding achievements should be evident through narrative comments and areas needing improvement should be explicitly noted. 

Performance Expectations 
Provide examples that illustrate the employee’s demonstration of the following expectations:   

· Adaptability

· Collaboration and Relationship Building

· Communication

· Integrity

· Job Knowledge

· Results Orientation

Strengths

Comment on the qualities that make this individual an asset to your unit and to the University community. 

Strategies to Increase Effectiveness

Provide advice about how to achieve enhanced performance.

Standards of Excellence

Note whether the employee meets department standards of excellence. If standards are not being met, what will be necessary to improve performance?  
Plans for the Year Ahead

Provide a list of goals and objectives for the year ahead to clarify expectations and provide a foundation for the next formal cycle of feedback. 
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Performance Feedback 
for Individual Contributors

	Name:      
	Title:      

	EID:      
	Review Period:  

	Reports to: 
	Department:  


ACCOMPLISHMENTS

	RESPONSIBILITIES AND PERFORMANCE PLAN COMMITMENTS
	RESULTS

	     
	     

	     
	     

	     
	     


	     
	     

	     
	     

	     
	     


Performance Standards for Individual Contributors
	Adaptability to Change: Demonstrates flexibility by adapting to new circumstances, considering new ideas, and making necessary changes.
Comments/Examples:       


	Collaboration and Relationship Building: Works effectively with others.  Establishes and maintains productive relationships throughout the department and/or University in order to achieve results.  Offers assistance to others on a regular basis. Expresses appreciation to others who provide information, assistance or support. Treats people in a respectful manner, manages conflict well, and responds and acts appropriately in confrontational situations.
Comments/Examples:       


	Communication: Listens well. Effectively expresses ideas. Keeps others appropriately informed and openly exchanges information in a timely manner. Engages in constructive debate when appropriate.
Comments/Examples:       


	Integrity: Honors commitments. Respects the confidentiality of information or concerns shared by others. Is honest and forthright. Carries his/her fair share of work. Takes responsibility for own actions. 

Comments/Examples:       


	Job Knowledge:  Possesses the knowledge and skills necessary to be effective in his/her role.  Applies technical and procedural know-how to get things done. Serves as an expert or resource person to others. Actively seeks to stay up-to-date on new developments in order to expand knowledge and expertise.
Comments/Examples:       


	Results Orientation:  Looks for and seizes opportunities to do things better and smarter.  Analyzes the causes of problems and develops alternatives and creative solutions.  Sees obstacles as challenges and works to overcome them.  Manages work assignments effectively and gets things done.  Accepts personal responsibility for accomplishing assigned work.   Completes assignments thoroughly and accurately.
Comments/Examples:       


Department-Specific Competency/Competencies: Define competency(ies) here: 

Comments/Examples:       
Strengths that Contribute to Your Success:

     
Strategies to Increase Your Effectiveness:

     
 FORMCHECKBOX 
 Your performance consistently exceeded expectations during this review period.
 FORMCHECKBOX 
 Your performance met our department’s standards of excellence during this review period.
 FORMCHECKBOX 
 Your performance did not meet our department’s standards of excellence during this review period. Meeting these standards in the future will require: 
     
Plans for the Year Ahead (include projects, development plans, etc.):

     
Supervisor Signature:  ______________________    
Date:       
Employee Signature:     _____________________  

Date:       
Employee Comments:      
THE UNIVERSITY OF ARIZONA’S VALUES
A DIVERSE AND INCLUSIVE COMMUNITY
People are the source of our strength. Their different perspectives, backgrounds and experiences make us stronger. We treat people with respect and share decision making to create a climate that supports the success of all who learn and work here.

EXCELLENCE
We hold to the highest standard in all we do and we invest our resources accordingly.

INNOVATION AND ENTREPRENEURIAL ACTION
We explore new approaches, challenge the status quo, and foster creative endeavor.
INTEGRITY
We honor our commitments; take responsibility for our actions; are honest, fair and just in all we do; and stand ready to make informed decisions for the good of the community.

PARTNERSHIPS
We create synergies and expand opportunities through collaborative and interdisciplinary approaches. As Arizona’s land-grant university, we embrace the opportunity to connect with communities to share new knowledge to benefit Arizona and the world.
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