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	Performance Evaluation

Staff 


	Name:       
	Department:       

	Classification:       
	Status:       

	Review Period from:        to      
	Evaluator Name:       


	Instructions:  In the boxes to the left below, rate the employee’s performance on the criteria noted, tabbing through the columns and clicking in the appropriate box.  See the definitions of the ratings at the end of this form.  In the area to the right of the page, provide concise but clear statements to support the rating for the criteria.  Attach additional sheets as needed.


	Work Habits Dimensions

	E
	C
	S
	N
	U
	Dimension
	Narrative

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Work Hours Compliance – Begins and ends work on time. Takes breaks and lunches in allotted timeframes.     
	     

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Attendance - Schedules time off in advance. Keeps absences within guidelines.  Ensures work responsibilities are covered when absent.  Arrives at meetings and appointments on time.
	     

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Safety/Health - Observes safety and health procedures.  Determines appropriate action beyond guidelines.  Uses equipment and materials properly.  Performs duties in a safe manner.  Reports potentially unsafe conditions. 
	     


	Employee Dimensions

	E
	C
	S
	N
	U
	Dimension
	Narrative

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Adaptability and Cooperation – Adapts to changes in the work environment.  Manages competing demands.  Accepts criticism and feedback.  Changes approach or method to best fit the situation.  Offers assistance and support to co-workers.  Works cooperatively in group situations.  Works actively to resolve conflicts.
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Judgment – Displays willingness to make decisions.  Make decisions appropriate to level of responsibility.  Exhibits sound and accurate judgment.  Supports and explains reasoning for decisions.  Includes appropriate people in decision making process.  Makes timely decisions.
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Communications – Clearly expresses ideas and thoughts verbally.  Clearly expresses ideas and thoughts in written form.  Exhibits good listening and comprehension skills.  Keeps supervisors and co-workers adequately informed.  Selects and uses appropriate communication methods.   
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Diversity Awareness - Demonstrates knowledge of Non-Discrimination policy.  Shows respect and sensitivity for cultural differences.  Educates others on the value of diversity.  Promotes a harassment-free environment.  Accepts a diverse workforce. 
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Interpersonal Skills – Encourages open communication.  Maintains objectivity.  Keeps emotions under control.  Uses negotiation skills to resolve conflicts. Establishes and maintains effective relationships. Exhibits tact and consideration. Displays positive outlook and pleasant manner.
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Initiative – Volunteers readily.  Undertakes self-development activities.  Seeks increased responsibilities.  Takes independent actions and calculated risks.  Looks for and takes advantage of opportunities.  Asks for help and assist others, when needed.  
	     


	Work Dimensions

	E
	C
	S
	N
	U
	Dimension
	Narrative

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Quantity of Work – Meets productivity standards.  Completes work in a timely manner.  Strives to increase productivity.  Works quickly.  Achieves established goals.
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Quality of Work – Demonstrates accuracy and thoroughness.  Displays commitment to excellence.  Looks for ways to improve and promote quality.  Applies feedback to improve performance.  Monitors own work to ensure quality.
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Customer Service – Makes good customer service a priority.  Displays courtesy and sensitivity.  Manages difficult or emotional customer situations.  Meets commitments.  Responds promptly to customer needs.  Solicits customer feedback to improve service.
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Job Knowledge and Skills – Competent in required job skills and knowledge.  Exhibits ability to learn and apply new skills.  Keeps abreast of current developments.  Requires appropriate amount of supervision.  Displays understanding of how job relates to others.  Uses resources effectively.
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Workload Management – Prioritizes and plans work activities.  Uses time efficiently.  Plans for additional resources.  Meets deadlines.  Integrates change smoothly.  Sets goals and objectives.  Works in an organized manner.
	     


	Lead/Supervisory Dimensions

	E
	C
	S
	N
	U
	Dimension
	Narrative

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Leadership – Exhibits confidence in self and others.  Inspires respect and trust.  Reacts well under pressure.  Shows courage to take action.  Motivates others to perform well.


	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Training/Orientation – Encourages training and development.  Identifies training needs and gives subordinates the necessary skills to effectively perform job.  Effectively introduces new employees to the department and organization.
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Delegation – Delegates work assignments appropriately.  Matches the responsibility to the individual.  Gives authority to work independently.  Sets expectations and monitors delegated activities.  Provides recognition for results.   


	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Employee Relations - Provides direction and gains compliance.  Takes responsibility for subordinate’s activities.  Makes self available to subordinates.  Provides regular performance feedback.  Develops subordinates’ skills and encourages growth.  Acknowledges individual and team accomplishments.  Helps resolve conflicts between subordinates.  Treats subordinates fairly.  Follows employment and contract guidelines.
	     


	Department Specific Dimensions

	E
	C
	S
	N
	U
	Dimension
	Narrative

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     


	List specific job tasks, functions, or performance issues that warrant discussion:  

     



	Describe specific contributions to Sonoma State University and/or specific contributions to the community in areas directly related to the employee’s work assignment, if applicable:

     



	Summary:  (Provide narrative that summarizes overall performance for this review period.)

     



	Overall Performance Rating:  (Check One)

 FORMCHECKBOX 
 Exemplary                                                  FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Commendable                                          FORMCHECKBOX 
 Unsatisfactory

 FORMCHECKBOX 
 Satisfactory




	Future Plans and Actions:  (List developmental, educational, or performance improvement needs and objectives.)        



Evaluator Signature: _______________________________
            Date: _______________

Reviewer Signature: _______________________________

Date: _______________

My signature below acknowledges receipt of this evaluation and does not necessarily indicate agreement with the evaluation.

Employee Signature: ________________________________
Date: _______________

Rating Definitions:

	E
	Exemplary
	This rating is reserved for the highest level of performance.  In addition to a level of performance that consistently exceeds standards and expectations, an employee receiving this rating should have a consistent record during the evaluation period of achievements, in addition to the job expectations, which render a significant service to the University.

	C
	Commendable
	This rating applies to an employee who consistently meets standards and expectations, regularly exceeds them, and shows initiative in additional achievements.

	S
	Satisfactory
	The employee’s work consistently meets the department’s standards and expectations for performance.  Employee’s accomplishments and efforts are at the level at which quality performance is expected.  This rating reflects a determination that the employee makes a solid and positive contribution to the department.

	N
	Improvement Needed
	The employee must improve his/her effort in order to achieve a satisfactory level of evaluation.  This rating is appropriate when an employee generally meets the standards but sometimes fails to do so.  Continued performance at this level could result in disciplinary action or non-retention.

	U
	Unsatisfactory
	The performance is not acceptable; immediate action by the employee to improve performance is required.  Performance at this level could result in disciplinary action or non-retention.
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