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Performance Appraisal Information Sheet
Appraising the performance of staff is the single most important job duty associated with the role of supervision, and one of the most complex in terms of skill.  Competent appraisal involves the supervisor in setting goals and standards, clearly communicating performance expectations, assisting staff in accomplishing the job to be done, and evaluating the results.  This is performance management, accomplished day-by-day, and in response to changing needs, assignments and the requirements of the job.  This formal review process is designed to work with and encourage the informal day to day practice of performance management, while providing a framework in support of salary adjustments, promotion and employment decisions.

The University of Arizona requires that employees receive a formal performance appraisal once a year (typically on the anniversary date of hire into the position), with new employees receiving reviews at three months and six months as part of the probationary process.  

Training and coaching for both employees and supervisors in the process of performance appraisals is available free of charge from Employee Relations by calling 621-7183.
THE APPRAISAL PROCESS
Step One:
Hold a short Preliminary Meeting with your employee to discuss the performance appraisal process. Give the employee her/his worksheet. Explain the two meeting process:



A.
A Planning Meeting to discuss responses you have each made independently on worksheets provided (see attached), arriving at a basis for drafting the Employee's Job Duties, Goals and Development Plan For Next Appraisal Period.


B.
A Review Meeting to share the results of the supervisor's Report of Performance Appraisal for the rating period and to review and sign the Employee's Job Duties, Goals and Development Plan for Next Appraisal Period.
Schedule the time and select a private place for the Planning Meeting (it is advisable to allow 3-5 days between the preliminary meeting and the planning meeting to allow time to respond to the worksheets).

Step Two:
Hold a Planning Meeting where you can share and discuss the written responses to each of the questions on the worksheets.



- Seek agreement on job duties, assignments and priorities.



- Affirm strengths and accomplishments.



- Clarify goals and requirements for the future.



- Discuss development needs.



- Schedule time and private place for the Review Meeting.

Step Three:
Complete the Report of Performance Appraisal, have your work reviewed by your Director, Dean or Department Head.  Appraisal requires you to make judgments, which may be prone to error.  In order to keep error at a minimum, base your assessment on your daily or weekly record of employee performance compared against the objectives, assignments or requirements you have previously communicated in your ongoing planning process.  Take into account improvements made by the employee in response to your coaching or training.  Consider the rating period as a whole and the degree of control exercised by the employee over their work.  Previously uncommunicated standards or expectations are not a fair basis for judgment. 

Instructions for filling out the Performance Appraisal Report form:
A.
Employees are appraised using eight factors. Supervisory staff are appraised with an additional set of factors on a separate form.  Under each applicable factor on the form indicate your rating of the employee's performance during the rating period.  Define the difference between rating levels with this guide and your own specific job related standards:  

1. Unsatisfactory Performance - Does not meet the minimum requirements of the job.

2. Marginal Performance - Sometimes acceptable, but not consistent.

3. Meets Expectations - Consistently meets the requirements of the job in all aspects.

4. Exceeds Expectations - Clearly and consistently above what is required.

5. Exceptional Performance - Unique and exceptional accomplishments. 

B.
Under the Additional Criteria And/Or Comments sections, write any job specific standards and or expectations which apply to the rating you are giving.  Ratings of Exceptional Performance, Marginal Performance or Unsatisfactory Performance require comment on the employee's performance or reference to pre-established expectations.

C.
Under factor 9.  Other Criteria Specific To Position evaluate factors which were not considered in any other category (i.e.:  service to students or on the job safety).

D.
Complete the Overall Performance Appraisal Rating and the Employee’s Job Duties, Goals and Development Plan For Next Appraisal Period.  Under the Comments by Supervisor section provide an overall summary of your basis for judgment, examples and/or reasons for the overall rating.

E.
Sign and submit the report form, worksheets and development plan to your dean, director or division head for her/his review and initials.

Step Four:
Hold the Review Meeting to share and discuss the results of the performance appraisal.



- 
Clarify your basis for rating.



- 
Review the job duties, goals and development plan.



-
Employee completes the process by writing comments (optional), signing the form to denote the interview took place, and returning the form to the supervisor. (Note: the employee may prefer to take a day or two to review the report and make comments).



-
Supervisor reviews and discusses employee comments (and shares with administrator as appropriate).  The supervisor provides a copy of completed appraisal to Human Resources and the employee, and retains a supervisor’s copy.  

Step Five:
Follow up your appraisal planning process by informally reviewing throughout

 the year the progress made on goals and assignments established on the Employee's Job Duties, Goals And Development Plan.
Supervisor's Performance Planning Worksheet

To be filled out by Supervisor (see information sheet)

	Name of Employee:      
	Date:      

	Employee Title:      
Department:       

	

	1.  List what you consider to be the primary job duties or assignments at this time (List in order of priority):

     

	2.  Describe contributions, achievements or improvements made by the employee during the past appraisal period:

     

	3.  Describe any specific changes, improvements, or goals desired of the employee's performance in the next appraisal period:

     

	4.  Describe the coaching, training or development activities you would support in pursuit of improved performance, employee growth, learning, and/or career development:

     

	Employee

Date

Supervisor

Date



	


Employee's Performance Planning Worksheet

To be filled out by Employee (see information sheet)

	Name of Employee:      
	Date:      

	Employee Title:      
Department:       

	

	1.  List what you consider to be your primary job duties or assignments at this time (List in order of priority):

     

	2.  Describe contributions or achievements which indicate your success at improving your performance or exceeding job requirements during the past appraisal period:

     

	3.  Describe any specific changes or improvements you want to make in your performance in the next appraisal period.  Describe obstacles to getting your job done and suggest possible solutions:

     

	4.  Describe the coaching, training or development activities that would help you pursue improved performance, job growth, learning, and/or career development:

     

	Employee Signature

Date




  _______ (Initial) I have been given the opportunity to fill this out and choose not to do so.
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	Employee Name:      
	Employee ID (EID):     - 00 -     

	Title:       
	

	Department:      
	

	Supervisor/Raters Name:      
	

	Period Rated:
	From:      
	To:      

	Type of Rating:
	 FORMCHECKBOX 
Mid Probation
	 FORMCHECKBOX 
End of Probation
	 FORMCHECKBOX 
Annual
	 FORMCHECKBOX 
Other


See “Information Sheet” prior to completing this form.  After reviewing and standards established at the beginning of the rating period, please provide ratings and comments as appropriate for the following factors.

1.  Job Knowledge:

	The demonstration of technical, administrative, managerial, supervisory, or other specialized knowledge required to perform the job.  Consider degree of job knowledge relative to length of time in the current position.  If applicable, consider the individual’s efforts to learn new skills and maintain up-to-date job related information.
	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance


	Additional criteria and/or comments:

	     


2.  Quality of Work:

	The demonstration of accuracy, thoroughness, and reliability.  Consider organization, presentation, completeness and appearance of work.
	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance


	Additional criteria and/or comments:

	     


3.  Quantity of Work:

	The volume of work produced by the employee, along with his or her speed and consistency of output.
	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

	     


4.  Initiative and Resourcefulness:

	The extent to which the employee is self directed, resourceful and creative toward meeting job objective.  Consider how well the employee follows through on assignments and modifies or develops new ideas, methods or procedures to meet changing circumstances.
	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

	     


5.  Communication:

	The extent to which the employee effectively conveys and receives ideas, information and direction, and seeks to clarify and confirm the accuracy of their understanding of unfamiliar or vague terms and instructions.  Consider clarity or oral and written communications.
	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

	     


6.  Cooperation:

	The extent to which the employee builds and maintains work relationships and contacts needed to effectively address problems and opportunities associated with their position.  Consider whether the employee is active in resolving workplace conflicts, the employee’s willingness to undertake assigned projects, and the employee’s support for organizational goals and endeavors.


	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

     

	


7.  Planning and Organizing Effectiveness:

	The extent to which the employee effectively plans, organizes and implements tasks or programs.  Consider the employee’s use of time and facilities subject to their control.  Consider the degree to which the employee meets deadlines, maintains a clear grasp of daily tasks, and prioritizes duties in a manner consistent with organizational objectives and emergencies.  Consider how well the employee manages tasks or program assignments including follow-through and delegation.


	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

     


8.  Attendance:

	The extent to which the employee can be depended upon to be available for work and to fulfill position responsibilities.  Consider whether the employee reports to work on time, communicates schedule changes promptly to supervisor, and maintains regular attendance.


	 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

     


9.  Other Criteria Specific to Position:

	List factors not considered in other categories.

     

	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

     


Supervisors of classified staff are also appraised on a supplemental set of factors available on a separate form.

Overall Performance Appraisal Rating

An overall rating is required - please check only one.


 FORMCHECKBOX 

_ Exceptional Performance


 FORMCHECKBOX 

_ Exceeds Expectations


 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

Comments by Supervisor (Required for Exceptional, Marginal or Unsatisfactory Performance ratings; additional sheets may be attached).

	     


Comments by Employee (Additional sheets may be attached)

	     


Employee’s Job Duties, Goals And Development Plan For Next Appraisal Period

(Consensus statement from worksheets)

	1.  Primary job duties or assignments for the next appraisal period:

     

	2.  Date for next review or these duties and objectives

     

	3.  Desired changes or improvements in the employee performance in the next appraisal period:

     

	4.  Coaching, training or development activities to be pursued in the next appraisal period:

     

	Supervisor Signature

Date

Administrative Signature

Date

Employee Signature

Date

(Employee's signature does not necessarily mean agreement with the appraisal. It merely acknowledges that the employee has had an opportunity to discuss the appraisal with the supervisor).

Return the original or copy of the Report of Performance Appraisal, the Planning Worksheets and Overall Rating form to:


ON-CAMPUS ADDRESS



OFF-CAMPUS ADDRESS






Human Resources Department

OR 

Human Resources Department



Employee Relations


University Services Building



P.O. Box 210158









Tucson AZ  85721-015



	


Supplemental Factors for Supervisory Staff Members

	Employee Name:      
	Employee ID (EID):     - 00 -     

	Title:       
	

	Department:      
	


I.  Leadership

	Ability to give direction without conflict; ability to motivate employees to accomplish goals.


	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

     


II.  Scheduling

	Planning work distribution among employees; efficient utilization of available staff.


	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

     


III.  Judgment

	Ability to analyze problems or procedures, evaluate alternatives, and select best course of action; use of logic and common sense in decision making.


	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

     


IV.  Staff Relations

	A.  Shows fairness and impartiality in interactions; is interested in employee welfare; elicits staff input where feasible; responds to staff suggestions and complaints in a serious, sensitive, and timely manner, facilitates staff adaptability; is knowledgeable about and in compliance with the University’s Equal Opportunity and Affirmative Action policies and plans.


	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

     

	B.  Anticipates staff problems and takes preventive measures; resolves disputes among employees, handles corrective discipline and employee grievances.


	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

     


V.  Staff Development

	Exhibits effective training skills and prepares training plans; encourages and supports staff participation in job related activities; promotes career growth.


	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

     


VI.  Performance Appraisal

	Prepares thorough and objective annual appraisals, provides informal performance feedback on a regular basis acknowledges good performance and discusses performance problems.


	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

     


VII.  Cost Effectiveness

	Seeks best use of materials, equipment, and staff to maximize efficiency and effectiveness.


	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:

     


VIII.  Commitment to Diversity

	Demonstrates a commitment to diversity in recruitment, hiring and management of people.  Welcomes, values and engages people of heterogeneous backgrounds, perspectives and experiences.  Is committed to building a departmental/collegial community in which people feel included, understood, and appreciated.

	 FORMCHECKBOX 

_ Exceptional Performance

 FORMCHECKBOX 

_ Exceeds Expectations

 FORMCHECKBOX 

_ Meets Expectations


 FORMCHECKBOX 

_ Marginal Performance

 FORMCHECKBOX 

_ Unsatisfactory Performance

	Additional criteria and/or comments:
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