�


PERFORMANCE APPRAISAL REVIEW


Factors and Standards Format








NAME:	� FORMTEXT ��     � 	�
Employee ID (EID) #:� FORMTEXT ��     �


�
�
DEPARTMENT:� FORMTEXT ��     ��
TITLE:� FORMTEXT ��     �	


�
�
SUPERVISOR’S NAME:� FORMTEXT ��     �	�



�
�



TYPE OF REVIEW:


� FORMCHECKBOX �� MID-PROBATION


				� FORMCHECKBOX �� END OF PROBATION


				� FORMCHECKBOX �� ANNUAL


				� FORMCHECKBOX �� OTHER�















�
�
PERIOD COVERED BY THIS APPRAISAL:�
FROM � FORMTEXT ��     �			 TO� FORMTEXT ��     ��
�






KEY RESPONSIBILITIES:  List the major responsibilities, primary duties or important functions of this employee.


� FORMTEXT ��     �





























ACCOMPLISHMENTS:  Review each key responsibility area and note any accomplishments the employee has made.


� FORMTEXT ��     �





























KEY PERFORMANCE FACTORS:  Review the employee’s performance in each area provided and note where the employee excels and where improvement is necessary.








RATING SCALE:





1�
2�
3�
4�
5


�
�
UNSATISFACTORY


PERFORMANCE�
MARGINAL 


PERFORMANCE�
MEETS EXPECTATIONS�
EXCEEDS EXPECTATIONS�
EXCEPTIONAL PERFORMANCE�
�
Does not meet the minimum requirements of the job.�
Sometimes acceptable, but not consistent�
Consistently meets the requirements of the job in all aspects.�
Clearly and consistently above what is required.�
Unique and exceptional accomplishments.�
�
�



KEY PERFORMANCE 


FACTORS�
COMMENTS�
RATING�
�
�
Describe how employee’s performance compares to stated expectations and objectives communicated at last appraisal and throughout the rating period.  Identify employee strengths in the areas of specific knowledge, skills and abilities to do the job.  Identify areas where you see improvement necessary.�



1, 2, 3, 4 


or 5�
�
JOB KNOWLEDGE:


Applies technical and procedural know-how to get the job done; serves as a ‘resource person’ on whom others rely for advice; answers difficult questions; keeps informed of the latest developments in area of specialty; monitors events which impact functional areas.�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
COMMUNICATION:


Listens effectively; responds clearly and directly; uses appropriate vocabulary; prepares clear, concise reports or records; ably receives written or oral instructions; ably gives or explains instructions and ideas to others.�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
INTERACTION WITH OTHERS:


Works cooperatively; interfaces effectively with customers, co-workers and the public; gains confidence and trust of others; recognizes strengths and limitations of self and others; exhibits appropriate sensitivity to others’ feelings; focuses on performance rather than personality in relating to others.�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
RESPONSIBLITY AND PLANNING:


Performs tasks thoroughly, on time; works within organizational policies and guidelines; establishes work plans; considers priorities in completing assignments; forecasts problems and changes; encourages the flow of information about decisions, problems and successes. 


�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
ASSERTIVENESS AND MOTIVATION:


Pursues goals with commitment and takes initiative eagerly; results-oriented; desires to excel on the job; works steadily and actively; demonstrates self-confidence and positive attitude towards self and others; maintains high energy level.�
� FORMTEXT ��     ��
� FORMTEXT ��     �
































�
�
KEY PERFORMANCE 


FACTORS�
COMMENTS�
RATING�
�
SUPERVISION:


Assigns work to maximize group strengths; involves employees in the identification and solution of work related problems; 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; promotes teamwork and cooperation; exercises discipline and resolves conflict fairly and constructively; trains, coaches and develops subordinates; delegates responsibility and authority.�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
QUALITY:


Demonstrates accuracy, thoroughness, and reliability; manages time and priorities;  develops and follows work procedures; handles information flow.�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
JUDGEMENT:


Makes decisions which are appropriate and consistent with situation; obtains and evaluates pertinent information to determine source of and alternative solutions to problems.�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
PERFORMANCE SUMMARY�
When providing comments consider the employee’s performance against objectives, key issues from the Employee Performance section above, and strengths/potential improvements.  An overall rating is required.�
OVERALL RATING�
�
�



�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�



OBJECTIVES FOR UPCOMING REVIEW








PERFORMANCE PLAN:  Identify specific actions/behaviors the employee needs to either start doing, stop doing and/or continue in the upcoming performance period.


� FORMTEXT ��     �

















________________________________________________________________________________________________________


DEVELOPMENT PLANS:  Identify specific work assignments and topics for training designed to increase individual’s effectiveness on present job and prepare for future job assignments.


� FORMTEXT ��     �























EMPLOYEE COMMENTS:  Enter below any comments you wish to make about your appraisal or the objectives for the upcoming review.


� FORMTEXT ��     �

















______________________________________________________


Employee Signature						Date





(Your signature does not necessarily signify your agreement with the appraisal; it simply means that the appraisal has been discussed with you).








SIGNATURES:





Appraiser________________________  Date_____________     Dept./Div. Manager____�______________ Date ____________





Return the original or a copy of the completed Performance Appraisal to:





ON-CAMPUS ADDRESS					OFF-CAMPUS ADDRESS


Human Resources Department		or			Human Resources Department			


University Services Building					P.O. Box 210158


							Tucson, AZ  85721





Adapted from Performance Appraisals: A Collection of Samples by the Society for Human Resources Management.








Factors and Standards Format
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