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Cameron University
Administrative Staff Performance Appraisal Form

1.   The original completed Administrative Staff Performance Appraisal Form will be forwarded to the Personnel Office.
2.   The Supervisor should provide a copy for the employee and maintain a copy for the departmental file.

	Employee’s Name:


	Employee’s ID Number:

 

	Job Title:


	 Time in Position (Years and Months):

	Department Name:

 

	Review Period From:

	Review Period To:
	Supervisor:
	Secondary Level Reviewer:

	Type of Review:  ⁭ Annual    ⁭ Probationary Period   ⁭ Other (specify):


	Date:


	PERFORMANCE EVALUATION CRITERIA KEY

	0
	The employee has not demonstrated competence in performance. (Performance shows significant limitation.  If the individual is to continue in the position, substantial, and prompt improvement is necessary.)

	1
	The employee has demonstrated competence in some aspects of performance, but not all. (Performance is below standard position requirements; improvement is expected.)

	2
	The employee has demonstrated consistent competence in performance. (Fully meets standard performance requirements for this position. Performance is what is expected.)

	3
	The employee has consistently performed above standards for position, demonstrating proficiency and effectiveness in all areas. (Results clearly exceed most position requirements.  Performance is of high quality and is achieved on a consistent basis.)

	4
	The employee has demonstrated extraordinary and exceptional mastery and expertise in performance. (Performance is unique and extremely significant to the mission of the organization and is marked with eminence and distinction.)

	N/A
	Items NOT APPLICABLE to the position.



	Knowledge of Work – Extent to which the accomplishment of the primary mission of the position or job function is attained and the information is processed and applied.

	
	0
	1
	2
	3
	4
	N/A

	1.    Competent and understands duties and related work assignments.
	
	
	
	
	
	

	2.    Proactive dealing with critical issues and details.  
	
	
	
	
	
	

	3.    Work produced meets quality requirements of accuracy, thoroughness, and efficiency.
	
	
	
	
	
	

	4.    Volume of work is consistent and timely.
	
	
	
	
	
	

	5.    Overcomes obstacles to meet objectives.
	
	
	
	
	
	

	6.    Promotes the mission of the organization.
	
	
	
	
	
	

	Comments:




	Leadership – Ability and extent to which the individual is resourceful, establishes clear focus and direction, accepts responsibilities, contributes as a team player, manages tasks, seeks knowledge, and generates solutions.

	
	0
	1
	2
	3
	4
	N/A

	1.    Exhibits confidence in self and others.
	
	
	
	
	
	

	2.    Establishes clear focus and direction and has a plan of action.  
	
	
	
	
	
	

	3.    Consults, makes decisions and takes action.
	
	
	
	
	
	

	4.    Accepts responsibility.
	
	
	
	
	
	

	5.    Delegates tasks and acknowledges authority to accomplish.
	
	
	
	
	
	

	6.    Regularly provides constructive and positive feedback.
	
	
	
	
	
	

	7.    Actively supports and promotes training and development opportunities.
	
	
	
	
	
	

	8.    Sets clear, achievable objectives and attains results.
	
	
	
	
	
	

	Comments:




	Learning – Seeks knowledge and new information and work experiences to become a more effective employee.

	
	0
	1
	2
	3
	4
	N/A

	1.    Demonstrates flexibility and adapts to change well.
	
	
	
	
	
	

	2.    Accepts responsibility for own actions and continually learns from experiences.  
	
	
	
	
	
	

	3.    Actively seeks training and development opportunities.
	
	
	
	
	
	

	4.    Demonstrates initiative and accepts new challenges.
	
	
	
	
	
	

	Comments:



	Performance Management – Manages employees in a manner to develop and utilize the skills and talents of individuals and groups for optimal organizational results.

	
	0
	1
	2
	3
	4
	N/A

	1.    Establishes and clearly communicates performance expectations.
	
	
	
	
	
	

	2.    Documents agreed upon goals, objectives, achievements, problems, and concerns.  
	
	
	
	
	
	

	3.    Uses coaching and regular feedback effectively to improve performance.
	
	
	
	
	
	

	4.    Follows a policy of progressive discipline.
	
	
	
	
	
	

	5.    Conducts effective and timely performance evaluations.
	
	
	
	
	
	

	6.    Identifies performance improvement.
	
	
	
	
	
	

	7.    Recognizes employee’s contributions and successful performance.
	
	
	
	
	
	

	Comments:


	Interpersonal Oral and Written Communication – Demonstrates the ability to promote a positive work environment by selecting and eliciting appropriate and pertinent communication methods and information.

	
	0
	1
	2
	3
	4
	N/A

	1.    Speaking is clear, concise, and organized.
	
	
	
	
	
	

	2.    Selects the most appropriate and effective communication method.  
	
	
	
	
	
	

	3.    Writing is clear, concise, and organized.
	
	
	
	
	
	

	4.    Adjusts information and delivery to the target audience.
	
	
	
	
	
	

	5.    Demonstrates effective group presentation skills.
	
	
	
	
	
	

	6.    Keeps supervisor and others informed.
	
	
	
	
	
	

	7.    Comprehends and can interpret oral/written communications.
	
	
	
	
	
	

	8.    Exhibits reflective listening skills.
	
	
	
	
	
	

	9.    Responds in a positive manner to feedback.
	
	
	
	
	
	

	10.  Provides clear, concise, and organized feedback.
	
	
	
	
	
	

	11.  Ability to deal with conflict constructively.
	
	
	
	
	
	

	12.  Effectively participates as a team member.
	
	
	
	
	
	

	13.  Maintains confidentiality.
	
	
	
	
	
	

	Comments:




	Health and Safety – Uses best practices to assist in ensuring the health and safety of self and others.

	
	0
	1
	2
	3
	4
	N/A

	1.    Is attentive to potential health and safety risks.
	
	
	
	
	
	

	2.    Monitors workplace for self and other employees.  
	
	
	
	
	
	

	3.    Makes recommendations for improving safe work practices.
	
	
	
	
	
	

	4.    Follows established safe work practices.
	
	
	
	
	
	

	5.    Understands process for reporting injuries.
	
	
	
	
	
	

	Comments:




	Time and Attendance – Punctual and present to perform assigned work load.

	
	0
	1
	2
	3
	4
	N/A

	1.    Punctual for work.
	
	
	
	
	
	

	2.    Present for work.
	
	
	
	
	
	

	3.    Punctual for scheduled meetings.  
	
	
	
	
	
	

	4.    Present for scheduled meetings.
	
	
	
	
	
	

	Comments:


	Job Specific Competencies – The supervisor and employee can add specific job related criteria to this category in order to highlight the competencies needed for the position.  

	
	0
	1
	2
	3
	4
	N/A

	1.   
	
	
	
	
	
	

	2.     
	
	
	
	
	
	

	3.   
	
	
	
	
	
	

	4.   
	
	
	
	
	
	

	5.   
	
	
	
	
	
	

	6.   
	
	
	
	
	
	

	7.
	
	
	
	
	
	

	8.
	
	
	
	
	
	

	9.
	
	
	
	
	
	

	10.
	
	
	
	
	
	


	Overall Rating of Employee – Overall rating is considered for each area appraised, is normally an average of all areas combined, and is supported by the evaluation content.  The employee’s overall rating for this period is:

	⁭  0 - The employee has not demonstrated competence in performance.
⁭  1 - The employee has demonstrated competence in some aspects of performance, but not all.
⁭  2 - The employee has demonstrated consistent competence in performance.
⁭  3 - The employee has consistently performed above standards for position, demonstrating proficiency and effectiveness in all 
           areas.
⁭  4 - The employee has demonstrated extraordinary and exceptional mastery and expertise in performance. 



	Comments:




	The employee’s signature does not indicate agreement with the evaluation.  It is acknowledgement that the individual has been given an evaluation.  Any disagreement of issues about the evaluation may be submitted within five (5) working days of receiving the evaluation.  These comments will become a permanent part of the evaluation.  

            

	Employee Signature:

	Date:

	Employee Comments:




	Evaluation Completed By:


	Title:

	Supervisor Signature:


	Date:

	Supervisor Comments:




	Evaluation Reviewed By:


	Title:

	Reviewer Signature:

	Date:

	Reviewer Comments:




	Evaluation Reviewed By:


	Title:

	Appropriate Vice President, Director of Physical Facilities, or the President’s Signature:


	Date:

	Comments:




Issue Date: March 17, 2005                                                                                               Revised: 

