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PERFORMANCE EVALUATION & DEVELOPMENT PLAN
USE FOR POLICY-COVERED POSITIONS ONLY

	Employee Name:
	     
	Payroll Title: 
	 

	Unit/Division:
	     
	Supervisor:
	     

	Review Period From:
	     
	To:
	     
	
	Probationary 
Period Review:

	[enter narrative comments below. SECTIONS WILL EXPAND AS YOU TYPE]


SUPERVISOR COMPLETES THIS SECTION
	Key Accomplishments and Outcomes (refer to goals set earlier for current year) – Discuss quality, productivity, and effectiveness. For front-line development officers, assess performance vis-à-vis visit and solicitation standards.
     

	Collaboration/Teamwork – Discuss collaborative efforts both within and between departments, effectiveness with other campus units as applicable, and such elements as trust, cooperation, transparency, organizing, and facilitation skills.

     

	Skills, Knowledge & Abilities (attach SKAs) – Address such factors as job knowledge, problem solving, creativity/innovation, communication/interpersonal skills, planning/meeting deadlines, service excellence, flexibility/adaptability.  Also evaluate and assess understanding and demonstration of External Affairs service values with each interaction with internal and external constituents. 
     


	Management (complete when duties include supervision of staff) – Discuss management of team and individual performance (including completion of annual performance evaluations), recruiting and developing diverse workforce, staff retention, decision making, judgment, resource management, leadership, reinforcement of a positive work environment, and goal-setting/measurement.  Include the manager’s ability to direct staff and unit in a way that EA service values are met and exceeded in a consistent manner. 
     


GIVE THIS SECTION TO EMPLOYEE PRIOR TO REVIEW & ENCOURAGE HIM/HER TO PREPARE ANSWERS.  SUPERVISOR & EMPLOYEE COMPLETE COLLABORATIVELY IN FACE-TO-FACE SESSION.  (REVIEW PLANNED REMARKS WITH AVC PRIOR TO EMPLOYEE DISCUSSION.)
	Development Planning  – Address management and employee goals for personal growth; specific training, experience, or interventions planned for the coming year; resources and tools needed by/provided to employee to support improvement; and planned professional development opportunities.
     

	Goal Setting – Define goals for the coming fiscal year. Create goals that are specific, measurable, agreed upon, realistic, and time based (i.e., establish ultimate completion deadline and key milestones).
     


ACKNOWLEDGEMENTS & APPROVALS
Four (4) signatures required:  your senior manager’s, your AVC’s, your own, and the employee’s.  Once complete, send to External Affairs Human Resources Wilshire Center Ste. 950.
	Senior Manager: 


Date:

     

AVC Signature: 


Date:

     


	Overall Performance Rating:

 FORMCHECKBOX 

Exceeds Expectations.  

Work that is characterized by sustained exemplary accomplishments at the highest level throughout the rating period.  Exhibiting performance that consistently  exceeds and sometimes far exceeds the performance expectations and goals of the job.  Typically demonstrates full mastery of the knowledge, skills and abilities for the required work.

 FORMCHECKBOX 

Meets Expectations.  

Work that is characterized by achieving results at a level that generally meets and sometimes exceeds the performance goals of the job.  Typically demonstrates fully proficient knowledge, skills and abilities for the required work.
 FORMCHECKBOX 

Needs Improvement.  

Work that requires improvement to fully meet the performance goals in one or more areas; provides basic support to the contributions of the organization.  Typically demonstrates beginner knowledge, skills and abilities for the required work.
 FORMCHECKBOX 
  Unsatisfactory.  

Work that fails to meet the goals of the job function; generally falls short of performance goals (even though sometimes approaching goals); provides minimal support to the contributions of the organization.


	Supervisor Comments       

	Supervisor Signature:

Date:

     


	Employee Comments (optional)      

	I have received and reviewed this evaluation of my performance. My signature indicates neither agreement
nor disagreement with the content of the evaluation.

	

	Employee Signature:


Date:
     



REMINDER:  Your Assistant/Associate Vice Chancellor must review this form before sharing with employee.

