STUDENT AFFAIRS DIVISION

PERFORMANCE APPRAISAL PROCESS
A.  The process begins with an agreed upon Position Description and an Annual Plan of Work.  It is important that the goals and objectives set for employees are realistic, attainable with challenge, and arrived at with the participation of each staff member.
B.
Each person should submit a Self Evaluation addressing specific criteria (core values, job responsibilities, and plan of work).  This details the individual’s assessment of his/her own performance during the evaluation period.    
C.
The Staff Performance Appraisal should include the supervisor’s assessment of the employee’s performance related to Core Values, Key Responsibilities and Annual Plan of Work. 
  
There are three general template formats provided; open-ended, structured questions, and checklist.  These formats are generally used as follows:
· Open-Ended – Generally recommended for supervisors with a small number of exempt staff or supervisors as direct reports.  Provides an open-ended format to evaluate performance over the year.  Supervisors who prefer to provide a “free flow” narrative or who previously have used a general performance letter will find this template a good fit.

· Structured Questions – Generally recommended for supervisors with a small or moderate-size number of either exempt or non-exempt staff as direct reports.  Provides guided questions that define performance parameters against which to evaluate performance over the year.  Supervisors who prefer to communicate by providing “answers” to questions will find this template a good fit.

· Checklist – Generally recommended for supervisors with a large group of exempt or non-exempt staff as direct reports.  Provides a set of performance criteria or metrics with the ability to rate performance on each one.  Supervisors who prefer to communicate succinctly and in a highly structured format will find this template a good fit. 


Note:  A Signatures and Acknowledgement Form must be completed regardless of which template is selected and will be sent to Human Resources with a copy of the evaluation.
Guiding Principles:

As you select and edit the template(s) you use in the performance appraisal process, the following principles are provided to guide you.  These principles represent best practices in implementing performance appraisal models and processes:

· Although the documentation component of the performance appraisal process is important, the supervisor initiates and encourages dynamic performance communication throughout the year.

· The supervisor provides performance criteria, standards, or metrics so that staff members understand what good/great performance “looks like.”

· Supervisors apply performance appraisal policy, procedures, and tools consistently among staff or groups of staff.

· Supervisors include university core values to assess how results were achieved as well as what results were achieved.
Core Values

· Student Centeredness….Exhibits behavior, performs duties of position, and /or makes decisions that demonstrate and/or support the importance of students as the primary constituency of the university and/or contributes directly to student success. 

 
· Professional Development and Scholarship….Takes actions to continuously advance and/or improve in one’s academic or professional discipline; as an individual contributor; as a team member; and/or as an organizational leader. 

 
· Integrity and Ethics…. Does what it takes to deliver on commitments made to the department, college, or division and to constituency groups.  Builds personal trust and relationships inside and outside the university by doing what one says he or she will do when it is promised. 

 
· Respect, Diversity and Pluralism…. Provides a high level of service to every student and fellow colleague.  Treats every person with dignity.  Demonstrates inclusion by incorporating diverse perspectives to plan, conduct, and evaluate the work of the department, college, or division. 
 
· Innovation and Flexibility…. Provides and/or encourages new ideas that could make the department, college, or division an even better organization. Open to, and adapts well to change. Demonstrates through actions that no job is too insignificant, no task too small.  
 
· Teamwork and Collaboration…. Contributes to the efforts of the department, division, or college as a team player.  Works well with others outside the department to accomplish cross-college or division goals and objectives.  
D.
Performance should be ranked in each section of the Performance Appraisal using the Performance Rating Scale below.  If the supervisor uses the checklist and prefers to rank each item separately, an average will be used for each section.  The final performance ranking will be based on the average of all the sections.  There will be no weighting of sections since each is of primary importance. 
Performance Rating Scale

5    Exceptional
Performance during appraisal period was consistently superior and significantly exceeded requirements or expectations.


4    Highly Effective
Performance during appraisal period frequently exceeded requirements or expectations.


3    Proficient/Successful
Performance during appraisal period successfully met requirements or expectations.


2    Inconsistent
Performance during appraisal period met some, but not all requirements or expectations.  Failure to improve areas of deficiency jeopardizes employment in current position.


1    Unsatisfactory
Performance during appraisal period consistently failed to meet minimum requirements. Employee lacked or did not apply knowledge, skills, or behavior required for the position.  Failure to improve all areas of deficiency will result in termination of employment.



N/A   New
Employee has not been in position long enough to have demonstrated the essential elements of the position.  This appraisal is provided for feedback purposes.  Employee will, therefore, be formally reviewed and rated at a later agreed upon date.

D.
A meeting between the supervisor and employee should occur either to distribute the evaluation or soon after the employee receives the evaluation.  This allows an opportunity for the employee to respond to the evaluation and it also offers the supervisor an opportunity to obtain the Signatures and Acknowledgement Form if not submitted earlier.
E.
The use of the Growth and Development Plan Form is encouraged.  
F.
Submit a copy of the Performance Appraisal, the Overall Rating Form and the Signatures and Acknowledgement Form to the Vice President for Student Affairs on or before the determined deadline.  Including a copy of the employee’s Self Evaluation is optional.  If the employee chooses to complete an Appraisal Response Form, include that also.
G.
An Upward Appraisal process should be encouraged.   
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