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PERFORMANCE EVALUATION FORM

CONFIDENTIAL

The performance evaluation process is established in University Regulation 04.07.030. 
	Employee Name (last, first, middle)


	Position Title


	Department
Institute of Arctic Biology


	Supervisor Name

	Anniversary Date

	Review Date


	Reason for Evaluation      (e.g: 6 month probationary period/ annual review)       




Performance Ratings

	Rating
	Abbreviation
	Description

	Exceptional
	E
	Exceptional performance in comparison to peers of essential job functions. Consistently exceeds performance expectations.

	Highly Effective
	M/E
	Consistently meets and at times exceeds performance expectations.

	Fully Effective
	M
	Consistently meets performance expectations.

	Moderately Effective
	M/FB
	Inconsistent performance; at times meets expectations and at times falls below expectations.

	Must Improve
	FB
	Consistently falls below performance expectations.

	To New To Rate
	N
	Too new to evaluate; or not able to evaluate due to an extended leave period (>18 weeks).

	Not Applicable
	NA
	May be used when a specific performance factor does not apply to the job.


Essential Functions (completed for all employees)
	Essential Functions: List in priority order the major job accountabilities and goals for the employee during this evaluation period. Refer to the PD for essential functions.
	Results: Comment on results achieved in relation to essential functions.  Give specific examples.  In the box to the right, rate the performance fore each major area.
	Performance Rating:  (Choose One)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Performance Factors (completed for all employees)
	Performance Ratings: Rate employee (E, M/E, M, M/FB, FB, N or N/A) on each of the following job factors described below. Provide comments and examples for job factors that are either strengths or require improvement.

	Job Factors
	Rating
	Comments

	Job Knowledge: Knowledgeable of current requirements, methods, techniques and skills.  Knowledge of how work relates to and affects internal/external areas.

	
	

	Planning and Organization: Sets objectives and priorities; forecasts needs; manages time and resources efficiently to meet objectives; effectively handles the requirements of multiple or competing tasks.


	
	

	Work Quality/Quantity: Consistently produces the appropriate quantities of work with a minimum of errors; work is submitted timely; work is accurate, thorough and presented well.


	
	

	Initiative: Starts assignments without prompting; independently contributes ideas and projects; seeks and identifies opportunities and acts to capitalize upon them; generates solutions and actively participates in their implementation; follow up to assure completion and meeting of objectives.


	
	

	Analyze Problems: Demonstrates critical thinking skills; successfully applies knowledge/experience to work problems; able to quickly and accurately research, evaluate and diagnose problems and find alternatives; clarifies unknowns; knows when to seek help.


	
	

	Communication: Effective written and oral communication, listening skills; chooses best communication method for each audience; communicates well with supervisors, peers and subordinates; provides well thought out concise and timely oral and written information to all levels of employees; shares information willingly.


	
	

	Creativity: Employs originality, imagination and inventiveness to generate new ideas and alternatives; combines elements of existing methods and practices with new techniques; challenges conventional practices with creative solutions; looks for more than one answer to a given problem; is willing to experiment and take appropriate risks to innovate solutions.


	
	

	Decision Making: Uses good judgment; gathers, analyzes and acts on relevant information in a timely manner; willing to make tough decisions; takes appropriate risks; balances short/long term effects of decisions; prioritizes decision based upon department goals and strategies; seeks input and encourages decision making, considers multiple solutions and builds consensus.


	
	

	Attendance and Accountability: Adheres to work schedule; attendance and punctuality do not interfere with department or individual performance; consistently meets deadlines (under pressure); is prepared for meetings, etc.; wraps up loose ends.


	
	

	Adaptability: Works effectively under changing conditions (new people, ideas, procedures, etc.); anticipates and prepares for change; seeks to understand differing positions or opposing viewpoints; deals effectively with uncertainty; views issues/problems from a variety of perspectives.


	
	

	Interpersonal Skills: Builds effective relationships and provides appropriate and effective service to students, departments and staff; works effectively with supervisors, subordinates and peers; demonstrates tact, cooperation, patience and willingness to help; coordinates well with other departments; influences appropriately.


	
	

	Resource and Risk Management: Respects University time, money, information and physical assets; maintains confidentiality; observes University policies; uses financial resources effectively; continually evaluates work value; observes safety rules; works to prevent accidents; identifies safety problems to appropriate staff.


	
	


Supervisor Performance Factors (completed for supervisors only)
	Performance Ratings: Rate employee (E, M/E, M, M/FB, FB, N or N/A) on each of the following job factors described below. Provide comments and examples for job factors that are either strengths or require improvement.

	Job Factors
	Rating
	Comments

	Leadership: Directs, motivates and appropriately influences others to achieve the relevant mission; serves as credible role model, displaying and instilling a positive attitude; sets high standards for self, group and others; builds a strong sense of teamwork, purpose and group identity; encourages subordinate input and participation; makes effective decisions and exercises discretion consistent with relevant policy, regulation, unit responsibilities and goals; ability to facilitate necessary change. 
	
	

	Employee Management: Effectively delegates work and responsibility to appropriate staff, clearly communicates goals and expectations; ensures staff are kept informed of relevant information, engages in two-way communication; effectively handles personnel issues; recognizes the achievements of others; routinely provides constructive and on-going feedback on job performance; completes annual performance appraisals in a timely manner; applies policies and procedures equitably to staff.
	
	

	Training & Development: Identifies training needs, provides educational/training opportunities to ensure employee success; develops capabilities of staff.
	
	

	Resource/Budget Management: Ensures that University resources are used consistent with cost versus benefit considerations; seeks, identifies and acts on opportunities for cost efficiency; routinely analyzes work activities for efficiency and effectiveness; achieves desired results within constraints.


	
	

	Application of Policy & Procedure: Knowledge and application of relevant policies, regulations and procedures; ensures consistent departmental compliance.
	
	

	University & Community Relations: Effectively coordinates and works cooperatively within the University community and where relevant with external agencies and community organizations. 


	
	


Additional Comments

Overall Performance Rating
Check the box that is most descriptive of the employee’s overall job performance taking into consideration both the employee’s essential functions and the performance factors.  
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Comments:

Action Plan/Training Development Goals
Summarize specific projects, performance objectives, or training and development plans for the next evaluation period.  Include a description of the action, expected outcome and the anticipated timeline.  

Signatures/Approvals

Reviewing Supervisor Name: ___________________________  
Signature/Date:_____________________ 

Second Level Supervisor Name: _________________________
Signature/Date:_____________________

Employee Review: My signature indicates that the performance evaluation has been completed and reviewed with me. I understand that I have the right to respond in writing  and to have these comments attached to the performance evaluation.
Employee Name: _______________________________  

Signature/Date:_____________________
Employee Comments (attach additional sheets, if necessary)
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