Staff Performance Appraisal - Structured Questions

Employee Name




Title

Department

Appraisal Period

Type of Review   (check one)   
 Annual              Special

Core Values:  The following university core values are applicable to all faculty and staff:

· 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.  

Additional college/division/department values:

Position Summary   Provide a summary of responsibilities during this period, including significant projects.  If the position description is up to date, it is attached as a reference. 
Adjusted Responsibilities/Additional Comments Note any job changes, promotions, responsibilities or projects added since position description; extended absences; if a new hire; or other factor(s) that provide a context for this performance review.
Performance Appraisal   Discuss and evaluate the employee’s job performance.  Base your appraisal upon the position summary, current responsibilities/additional comments and your performance standards.
1. Accomplishment of key responsibilities



Rating _____
2. Achievement of the goals established during the past year 

Rating _____
3. Demonstration of college and/or divisional core values.


· Student Centeredness






Rating _____
· Professional Development and Scholarship



Rating _____
· Integrity and Ethics






Rating _____
· Respect, Diversity and Pluralism




Rating _____
· Innovation and Flexibility





Rating _____
· Teamwork and Collaboration




Rating _____
Additional college/division/department values:

· 








Rating _____
· 








Rating _____
4. Identify any areas of exceptional performance that should be particularly noted. 

      Provide specific examples.





5. Identify areas of performance needing more attention or improvement.  Provide

      specific examples.
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