UNIVERSITYof §

West Georgla

PERFORMANCE EVALUATION FOR

SUPERVISORY/MANAGERIAL STAFF

Name:

Job Title:

Department:

Evaluation Period: From

To

Use a current job description.

Rate the employee’s level of performance, using the definitions below.

Give an overall rating in the space provided, using the definitions below as a guide.
Review with employee each rating used to evaluate his/her work performance.

Performance Rating Definitions:

The following ratings must be used to ensure commonality of language and consistency on overall
ratings. Supporting comments are required to justify all ratings other than “Meets Requirements.”

Outstanding:

Exceeds Requirements:

Meets Requirements:

Needs Improvement:

Unsatisfactory:

Work performance that is consistently superior and is seldom equaled in
overall contribution. This is reflected by accomplishments well beyond
expectations. These conditions exist on a continual rather than occasional
basis. Provide justification in comment section.

Work performance exceeds specific job requirements in most areas
of responsibility. Accomplishments are above expected levels, and

employee sustains uniformly high performance. Provide justification in
comment section.

Work performance that consistently completes job tasks as expected in
terms of quality and schedule. Performance can be described as solid
and fully competent in all aspects of job content and expectations.

Work performance that sometimes fails to meet the standards for the
tasks. Performance is below minimum job requirements; improvement
is essential. Provide justification in comment section.

Work performance fails to meet the standards for the tasks. Improvement

is required within a specified period to maintain employment. Provide
justification in comment section.



Check One

Administration — Measure effectiveness in (1) planning, organizing, and efficiently
handling activities, (2) eliminating unnecessary activities, (3) operating efficiently
within established budgets, (4) selecting subordinates, (5) promoting innovation &
team effort within department.

Comments:

Outstanding

Exceeds Requirements
Meets Requirements
Needs Improvement
Unsatisfactory

Not Applicable

Knowledge of Work — Consider employee’s skill level, knowledge, and understanding
of all phases of the job. Measure effectiveness in (1) keeping knowledgeable of
methods, techniques, & skills required in own job and related functions, and (2)
remaining current on new developments affecting UWG and its work activities.

Comments:

Outstanding

Exceeds Requirements
Meets Requirements
Needs Improvement
Unsatisfactory

Not Applicable

Communication — Measure effectiveness in listening to others; expressing ideas (both
orally and in writing); and providing relevant & timely information to management, co-
workers, subordinates & customers.

Comments:

Outstanding

Exceeds Requirements
Meets Requirements
Needs Improvement
Unsatisfactory

Not Applicable

Teamwork/Courtesy — Measure responsiveness and courtesy in dealing with internal
staff, external customers, and vendors. Does employee project a courteous manner,
respect the rights of others, and show a cooperative spirit? Does the employee
demonstrate the ability to work effectively in teams, does s/he contribute at least as
much as others on the team, does s/he deliver on assignments and results?

Comments:

Outstanding

Exceeds Requirements
Meets Requirements
Needs Improvement
Unsatisfactory

Not Applicable

Decision Making/Problem Solving/Independent Action — Measure effectiveness in
understanding problems and making timely, practical decisions. Measure
effectiveness in time management, initiative, and independent action within prescribed
limits.

Comments:

Outstanding

Exceeds Requirements
Meets Requirements
Needs Improvement
Unsatisfactory

Not Applicable




Leadership — Measure effectiveness in accomplishing work assignments through
subordinates; establishing challenging goals; and delegating/coordinating effectively.
Measure ability to recognize performance, strengths, and limitations of subordinates
and to provide resources to help them overcome their limitations to achieve their
maximum potential.

Comments:

Outstanding

Exceeds Requirements
Meets Requirements
Needs Improvement
Unsatisfactory

Not Applicable

Managing Change and Improvement — Measure effectiveness in initiating changes,
adapting to necessary changes from old methods when they are no longer practical,
identifying new methods, and generating improvement in departmental performance
without specific direction.

Comments:

Outstanding

Exceeds Requirements
Meets Requirements
Needs Improvement
Unsatisfactory

Not Applicable

Self Management — Measure employee reliability. Does employee report to work
regularly and use leave properly; complete tasks within established time frames with
minimal supervision; undertake new assignments when tasks at hand are completed;
perform well under unusual circumstances; demonstrate self-starting ability &
independent action; and exhibit a neat/professional appearance appropriate to
position?

Comments:

Outstanding

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory

Not Applicable

Safety — Measure individual's work habits and attitudes as they apply to working
safely. Consider his or her contribution to accident prevention, safety awareness,
ability to care for UWG property, and keep workspace safe and neat.

Comments:

Outstanding

Exceeds Requirements
Meets Requirements
Needs Improvement
Unsatisfactory

Not Applicable

Overall Performance Rating — Consider all factors carefully, giving most weight to the
most important factors in the job. After balancing strengths and weaknesses, rate the
employee’s overall performance during the evaluation period.

Outstanding

Exceeds Requirements
Meets Requirements
Needs Improvement
Unsatisfactory

Not Applicable




Current Goals
Involvement and effectiveness in attaining goals and priorities for the past 12 months.
If additional room is needed attach a separate sheet.

1. Goal Defined/Agreed Upon Last Year:

Results/Status of Efforts:

2. Goal Defined/Agreed Upon Last Year:

Results/Status of Efforts:

3. Goal Defined/Agreed Upon Last Year:

Results/Status of Efforts:

Future Goals
Goals jointly developed and agreed upon by the professional and his or her supervisor

1. Goal:
2. Goal:
3. Goal:

Plans for Improvement:
Plan of Action to improve performance in areas rated as “Needs Improvement” or “Unsatisfactory.”

Professional Development Plan:
Specific areas to enhance job accomplishment or promotability.




Employee Comments:

Evaluated By Date
Reviewed By Date
Employee Signature Date

Signature does not indicate agreement with review. It means only that employee was given the opportunity to discuss the review with the supervisor.
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