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 I.
INTRODUCTION

This Supervisor’s Guide to Performance Appraisals is intended to provide assistance to supervisors in one of their most important job responsibilities—preparing and conducting performance appraisals.  Many times, appraisals are simply not done because the supervisor does not understand the purpose of appraisals, the form itself, or simply feels uncomfortable with the process.  It is hoped that this guide will explain the purpose and provide understandable directions in the completion of the form.  Although the process itself is and always will be difficult, it is further hoped that some of the mystery of performance appraisals will be removed and that supervisors will feel more comfortable in completing the form and discussing it with their employees.

This guide contains three major sections—

1.
Preparing for the Performance Appraisal;


2.
Preparing the Appraisal Form; and,


3.
Conducting the Performance Appraisal Interview.

 II.
PREPARATION FOR THE PERFORMANCE APPRAISAL


A performance appraisal is a systematic evaluation of an employee’s performance and 
potential.  Conducting performance appraisals is an important supervisory responsibility.  Your 
honest and fair evaluation of your subordinates not only affects the size of their paychecks, but 
also affects their ability to meet their maximum potential and perhaps ultimate happiness with 
the job and College.  The preparation of an appraisal requires careful thought, a thorough 
review of all performance factors involved and close adherence to factual information.
A.
Goals of Performance Appraisals



Each appraisal should be conducted with the following goals in mind:


1.
to provide feedback to the employee about performance against established goals;



2.
to coach the employee to improve results and modify undesirable behaviors;



3.
to determine training and developmental needs to achieve promotion or improved job performance; and



4.
to provide a basis for compensation treatment.

B.
Establishing Standards

A good performance appraisal starts long before you actually review the completed appraisal form with your employee.  Before you can evaluate employees against certain standards, they must be established and clearly communicated.  

The first step in establishing standards is to look at your department’s overall goals.  From here, you can decide what each individual is responsible for in the attainment of these goals.
The next step is to review the individual’s job description.  Job descriptions normally break the job down into component tasks.  From these, you can develop standards which relate to the individual tasks.  
For example, a standard for a job requirement of—“Types correspondence from a rough copy” could be—“Accurately types correspondence from rough copy”.  You could go one step further and quantify the number of errors which would be acceptable. The important thing to keep in mind about standards is that they must meet the 

following requirements:
1)
They must be job-related;

2)
They must be observable behaviors; and,

3)
They must be measurable in some way.

Standards must be job-related for legal reasons.  Just because you may not like someone very 
well does not mean you can rate her/his performance as “Poor Performance”  Several court decisions and Equal Employment Opportunity Commission regulations have required that there be a direct link between job performance and the rating received.  Therefore, just because you may not care for someone, s/he may still be performing satisfactorily on the job and her/his rating must reflect that.  If a discrimination suit was filed, the supervisor would have to prove the direct link between actual performance and the rating received.

Standards must be observable to be specific.  To tell a supervisor that her/his department suffers from poor morale is not really observable.  What are observable are the causes of the low morale such as high turnover, poor attendance and low productivity.  Instead of setting a standard of improving morale, choose standards such as reduce turnover rate, improve absenteeism rate and increase productivity.  These standards are objective, observable and attainable.

The easiest way to measure performance is in numerical terms.  Try to find an objective way in which to measure performance as much as possible.  Recognize, however, that not all performance factors lend themselves to quantitative measures.  Don’t ignore these factors just because of this.  Describe the types of behavior thoroughly so as to clearly point out what 
constitutes successful performance.
After you have established and communicated job-related, observable, measurable goals, you must monitor your employee’s performance.  Communicate with employees on a daily, weekly, and monthly basis on how they are performing.  Compare observable behaviors, both accomplishments and shortfalls, with responsibilities.  Be able to support behaviors observed with specific job-related examples.  Keep written records of these communications to assist in “jogging” your memory at formal appraisal time.
C.
General Rules

In preparing for a performance appraisal, the following general rules should be kept in mind:


1.
State the “typical” behavior of the employee.  Don’t use isolated incidents either 


positive or negative to skew the rating.
2.
Only consider behavior since the last appraisal.
3.
Avoid the “halo” effect.  This exists when the appraiser allows a general or specific behavior to influence the total performance appraisal.
4.
Schedule a review with your supervisor after you have completed the written performance appraisal on your employees.  A discussion with your supervisor about the appraisal could be invaluable prior to your individual meeting with the employee.
5.
Schedule the appraisal interview in advance.  Pick a mutually agreeable time, insure privacy, eliminate interruptions and allow ample time.  Encourage the employee to complete a self-evaluation form to enhance two-way communication.
6.
Be open-minded in your opinions and willing to change based upon your new 

understanding 
which might develop during the appraisal interview.
7.
Be as forthright and candid as possible without having a demoralizing effect on your employee. Remember, the purpose is to motivate, improve, and/or change performance.
8.
Be yourself, be realistic and be interested in helping your subordinates to develop.

III.
COMPLETION OF THE PERFORMANCE APPRAISAL FORM

Now that you are familiar with the goals of a performance appraisal, have established standards and kept written records of observable behaviors over the review period, and are familiar with some general rules regarding performance appraisals, you are ready to complete the appraisal form.  Two separate forms are provided—one for salaried employees and one for hourly employees.  You may use different appraisal forms if you desire; however, please review the form with the Director of Human Resources first.

A.
Hourly Appraisal Form (Exhibit I)


The Hourly appraisal form contains several sections.  Included are an Evaluation of 



Performance, Commitment to Mission, Goals, Overall Performance Rating and 



Signature section.


1.
Evaluation of Performance

This section contains performance factors to be rated on a five-tier rating scale of Outstanding Performance, Above Average Performance, Average Performance, Below Average Performance and Poor Performance.  Each performance factor is defined on the form. Based on the definition provided, the performance level which most accurately corresponds with the behaviors observed during the rating period should be circled.
Definitions for the performance levels are as follows:

OUTSTANDING PERFORMANCE



This rating indicates that the employee is superior in all phases of the position at 




all times. S/he needs no supervisory assistance.
ABOVE AVERAGE PERFORMANCE



This rating indicates that the employee consistently exceeds acceptable 





established standards of performance.  S/he does more than is expected.
AVERAGE PERFORMANCE




This rating indicates that the employee satisfactorily meets acceptable 





established standards of performance.
BELOW AVERAGE PERFORMANCE




This rating indicates that the employee has not mastered all facets of his/her 




position and does not satisfactorily meet acceptable established standards of 




performance.
POOR PERFORMANCE



This rating indicates that the employee consistently fails to meet acceptable 




established standards of performance.  Specific examples of the behaviors 





observed that illustrate the ratings that have been given should be provided. 
2.
Commitment to Mission

Each core value is defined on the form. The definition and examples of living out the College’s Mission through its core values are listed on the form.  Each core value should be rated as to whether the behaviors exhibited by the employee during the rating period are supportive of the core value or require additional support.
3.  
Goals
Goals set at the previous appraisal period should be reviewed and progress should be indicated.  Describe specific suggestions for performance goals for the coming year.  Performance standards for the next year should be stated and will serve as the basis on which next year’s performance appraisal will be developed.  Goals should be mutually agreed upon by both the employee and the supervisor.
4.
Overall Performance Rating
Based on the previous documented responses to the performance factors and 
evaluation of core values, an overall performance rating should be circled.
5.
Signatures

Signature lines are provided at the bottom of the form.  The supervisor completing the form should sign and date the “Prepared by” line.  The preparer’s supervisor should sign and date on the “Reviewed by” line, and the employee should sign and date where indicated.   The next review date should be included.
Printed or typed information should be provided on the front of the appraisal form 
for the employee, her/his title, the supervisor preparing the performance appraisal and the 
reviewer.
Completed performance appraisals must be returned to Human Resources by the designated date each year for inclusion in the employee’s personnel file.  The supervisor may provide a copy for the employee if desired.

B.
Administrator Appraisal Form (Exhibit II)
The Administrator appraisal form contains several sections.  Included are an Employee section, Supervisor section, Core Values section, Overall Performance Evaluation and Signature section.
1.
Employee Section

The Employee Section is to be completed by the employee for whom the performance appraisal is being prepared.   This section should be given to the employee to complete first before the supervisor fills out the following sections.
a. 
Achievements/Activities

The goals set at the previous appraisal period should be reviewed and progress should be indicated in this top section.  In addition, the employee should list additional achievement and/or activities that have occurred during the past year.
b.
Goals/Professional Development for the Coming Year





Describe performance goals for the upcoming year. In addition, the 





employee should list the professional development opportunities she/he 





would like to seek for the coming year and how her/his supervisor can 





assist in attaining the goals previously listed.  Goals should be mutually agreed 




upon by both the employee and the supervisor.
2.
Supervisor Section

This section contains performance factors to be rated on a five-tier rating scale of Outstanding Performance, Above Average Performance, Average Performance, Below Average Performance and Poor Performance.  Each performance factor is defined on the last page of the form. Based on the definition provided, the performance level which most accurately corresponds with the behaviors observed during the rating period should be circled.
Definitions for the performance levels are as follows:
OUTSTANDING PERFORMANCE




This rating indicates that the employee is superior in all phases of the position at 




all times.  S/he needs no supervisory assistance.
ABOVE AVERAGE PERFORMANCE




This rating indicates that the employee consistently exceeds acceptable 





established standards of performance.  S/he does more than is expected.
AVERAGE PERFORMANCE




This rating indicates that the employee satisfactorily meets acceptable 





established standards of performance.
BELOW AVERAGE PERFORMANCE



This rating indicates that the employee has not mastered all facets of his/her 




position and does not satisfactorily meet acceptable established standards of 




performance.



POOR PERFORMANCE

This rating indicates that the employee consistently fails to meet acceptable established standards of performance.  Specific examples of the behaviors observed that illustrate the ratings that have been given should be provided.
3.
Core Values section
Each core value is defined on the form. The definition and examples of living out the College’s Mission through its core values are listed on the form.  Each core value should be rated as to whether the behaviors exhibited by the employee during the rating period are supportive of the core value or require additional support.
4.
Overall Performance Rating

Based on the previous documented responses to the performance factors and evaluation of core values, an overall performance rating should be circled.
5.
Signatures

Signature lines are provided at the bottom of the form.  The supervisor completing the form should sign and date the “Prepared by” line.  The preparer’s supervisor should sign and date on the “Reviewed by” line, and the employee should sign and date where indicated.   The next review date should be included.
Printed or typed information should be provided on the front of the appraisal form for the employee, her/his title, the supervisor preparing the performance appraisal and the reviewer.
Completed performance appraisals must be returned to Human Resources by the designated date each year for inclusion in the employee’s personnel file.  The supervisor may provide a copy for the employee if desired.
C.
Questions to Ask Yourself After Writing the Appraisal

After completing the appraisal form, you should ask yourself the following questions:
1.
How have I determined that the responsibilities and duties on the form adequately describe the job that the employee is actually performing?

2.
What have I done day-to-day to ensure the employee knows her/his specific position responsibilities?

3.
What have I done to make certain the employee knows the quality and quantity of work expected?

4.
What measures have I taken to be certain that the performance incidents, trends, and on-the-job behavior cover the entire period since the past review and constitute a representative sample?

5.
What have I done to evaluate the strong and weak points of the employee’s work?

6.
What have I done as a manager to help carry out plans for improving the performance of the employee that were made at the last performance appraisal interview?

7.
Are there circumstances beyond the employee’s control?

8.
What measures have I taken to make sure that this performance appraisal represents the best unprejudiced estimate of the employee’s typical performance in the period covered.

IV.
EMPLOYEE SELF-EVALUATION (Optional)  (Exhibit III)
A. Instructions and Purpose
The Employee Self-Evaluation is designed to promote two-way communication between the supervisor and the employee.  One of two forms may be used for conducting an employee self-evaluation.  The Employee Self-Evaluation form may be used or the same type of Employee Appraisal Form completed by the supervisor may be used by the employee for self-evaluation.  The forms concern the individual’s current job, giving her/him the opportunity to think through current assignments in terms of individual likes and dislikes, feelings regarding development needs, major strengths and areas requiring improvement.  It also gives employees a chance to express ways in which the supervisor can help them meet their goals as well as their feelings about the College.
The Employee Self-Evaluation allows the individual to give themselves a review to measure their performance against job standards.  It permits the individual to prepare for the upcoming review session with the supervisor.  It also provides an avenue for the supervisor to know what the employee expects from her/his job and the College.
Schedule with your employee well in advance (1-2 weeks) for the performance appraisal interview.  Set a specific date and time for the interview and make every effort to hold the interview at the time agreed.  Postponement and delays can have a negative effect on your employees’ attitude toward the review.
Give each employee a blank copy of the Employee Self-Evaluation Form or a blank copy of the appraisal form at the time you set the interview.  Ask that the employee complete the form and bring with them to the interview.  Review the self-evaluation together and compare with the ratings given by the supervisor.  Areas of discussion will be derived from comparing the self-evaluation form and the supervisor’s ratings.  From this discussion, plans for future action can be developed.
  V.
CONDUCTING THE PERFORMANCE APPRAISAL INTERVIEW


The effectiveness of your performance appraisal interview will depend upon your preparation and 
planning.  The supervisor should strive to be helpful and constructive and have a thorough 
knowledge of the employee’s job responsibilities and related performance.  Study the job and make 
sure you are familiar with the duties and responsibilities.  Review the job standards set and earlier 
communicated.  Prepare the facts and be able to provide specific examples of how and why a 
particular rating was determined.  Mutually-agreed upon goals and opportunities for growth and 
improvement should be set.  Establish objectives for the interview and be specific 
about the action plans 
to be taken for improved performance.
After you have established the objectives for the interview and are prepared, be sure that you have scheduled an appropriate time that will allow as much time as needed without interruptions.  Be aware of the level of the employee’s active participation in the whole process.  Active participation is an indication of an effective interview.
A.
Conducting the Interview

In conducting the actual interview, the following steps are suggested:

1.
Open the conversation.  Try to make the employee relax.  Casual conversation can help to build rapport, but avoid too much idle conversation.

2.
Begin by praising strong points.  Remember that one of the objectives of an appraisal is to help your subordinate grow and develop her/his potential for improved job performance.  Be honest in your praises.

3.
Show the employee her/his performance appraisal.  Allow sufficient time for the employee to review thoroughly before you begin discussing it.  Assist those employees who may need assistance in reading or understanding the form.  Explain the form to each employee.

4.
Encourage the employee to talk.  Listen attentively and ask questions about what you hear.
5.
Avoid negative criticism.  Try to make it a friendly, productive interview.  Be sensitive about how you discuss areas for improvement.
6.
Develop plans for overcoming limitations.  Encourage the employee to draw her/his own conclusions about her/his performance and suggest corrective courses of action.  If the employee is involved in developing the plan of action to improve performance, s/he will be more likely to willingly participate and try to improve.

7.
Discuss the employee’s individual career plan.  Determine a way in which you can build on the employee’s strengths, improve the deficiencies and assist the employee in meeting her/his personal goals.

8.
Close the discussion.  Review the points covered and encourage the employee to summarize them in her/his own words.  Remind the employee that you are available to assist when needed and indicate s/he should feel free to come to you when necessary.

9.
Follow-up!  Meet and discuss with your employee on the standards set for the upcoming year.  Follow-through on any items agreed upon in the interview.

B.
Do’s and Don’ts of Appraisal Interviewing



Make the interview a means of encouraging self-development.

Match every area for improvement you discuss with a potential plan of action.

Discuss strong points as well as weak points.

Be persuasive—let them feel they can disagree with you without “having their head taken off”.

Explore possible causes of below satisfactory performance.

Be a good listener; get them to self appraise.

Don’t push too hard to get them to agree.  It’s what they accept for themselves which will prove most fruitful.  Don’t get into arguments; admit the possibility for misunderstanding or difference in viewpoints.
Let them save face; help them out of embarrassing situations.

Don’t compare them with others.

Don’t make specific or implied promises which have not been approved; circumstances may change and promises may have to be broken.  
Try to get them to be realistic and objective by recognizing the limit of their capabilities.  Bring their aspirations down to the level of their abilities rather than telling them they have little or no potential for advancement.
Try to gain agreement as to specific actions they will take (include target dates) toward improvement.
C.
Questions to Ask Yourself After the Interview



After the interview, ask yourself the following questions for self-development:


1.
What was accomplished?



2.
Were planned objectives met?



3.
What new items were brought up?



4.
What can be done to assist the employee in developing herself/himself?



5.
Was the employee willing to engage in self-appraisal?



6.
Where there were disagreements, what has been planned to be done?



7.
What can I do in the period between the present and the next performance review to assist the employee in attaining organizational objectives and meeting performance standards?



8.
What can be done to improve communications?

 VI.
NEW EMPLOYEE PERFORMANCE EVALUATION FORM 
(Exhibit IV)
Now that you are familiar with how to prepare for a performance appraisal, the completion of the standard form, and how to conduct the performance appraisal interview, let’s review how to appraise a new employee.  All of the previously stated information applies; however, a different evaluation form is used.  This is because the review period is of a shorter duration and the supervisor may not have had the opportunity to evaluate the entire performance factor areas covered for a longer term employee.  In addition, different standards may apply to newer employees depending on the difficulty in learning her/his new position.
The first ninety (90) days of employment for hourly employees are called the trial period and provide an opportunity for the supervisor to determine if the employee demonstrates the skills and abilities necessary to successfully perform the job and an opportunity for the employee to evaluate the position.  It is very important to provide feedback and direction to new employees during their first few months with the College.  

A mechanism devised to provide this feedback is the New Employee Performance Evaluation. New hourly employees are evaluated twice - once at the first 45 days and again at 90 days of employment. After the first 90 days of employment, the supervisor recommends one of the following—that the employee be continued as a regular employee, that the trial period be extended another 30 days or that employment not be continued.   

The New Employee Performance Evaluation form contains five major sections.  

1.
The information section at the very top of the form.

2.
Rating of Employee

3.
Overall Evaluation

4.
Recommendation

5.
Signature section

A.
Informational Section


The top section contains information about the name, position, department, division and date of 
hire of the employee to be evaluated, the dates of the review period and the date the completed 
evaluation must be returned to Human Resources.  This section will be completed by Human 
Resources.  It is the supervisor’s responsibility to review the information recorded for accuracy.  
B. Rating of Employee

Five performance factors are listed that are to be rated under one of three categories - 
satisfactory, marginal and unsatisfactory.  An additional category titled “unable to rate” is 
provided for those performance factors which the supervisor feels s/he cannot rate because of a 
lack of related observable behaviors during the review period.  A checkmark (√) should be placed 
in the column for the performance level which most accurately corresponds with the behaviors 
observed during the rating period.  The definitions for the performance factors are:  
Quality of Work - refers to the accuracy, neatness, thoroughness and dependability of results regardless of the volume of work.  To what extent does the quality of work meet the predetermined performance standards of a new employee?
Quantity of Work - refers to the number of assignments/duties completed and the volume of work performed.  To what extent does the quantity of work meet the predetermined performance standards of a new employee?
Interpersonal Skills - refers to the employee’s ability to get along with people.  Is the employee cooperative, tactful and diplomatic?  Is s/he aware of her/his affect on others?  
Attendance - refers to the amount of time lost from work.  Does the employee consistently report to work and is punctual?  To what extent does the employee’s attendance record meet the predetermined performance standards of a new employee?
Dependability - refers to the employee’s reliability in assuming and carrying out commitments, obligations and assignments.  How dependable is the employee compared to the predetermined performance standards of a new employee?
The definitions and the ratings are:
Satisfactory - a satisfactory rating indicates that the employee meets or exceeds the standards set for a new employee in the area being evaluated.
Marginal - a marginal rating indicates the employee does not consistently meet the standards set for a new employee in the area being evaluated and requires some supervisory assistance, however, progress has been made.
Unsatisfactory - an unsatisfactory rating indicates the employee does not meet the minimum standards set for a new employee in the area being evaluated and no improvement has been made during the review period.
C.
Overall Evaluation

The overall evaluation section refers to the new employee’s overall performance during the review period.  This rating should consist of a summary of the factors rated above. 

D.
Recommendation

Three choices are provided under the recommendation section and are self-explanatory.  A checkmark (√) should be placed in the box corresponding with the recommendation chosen.
E.
Signatures

Signature lines are provided at the bottom of the form.  The supervisor completing the form should sign and date the “rated by” line.  The preparer’s supervisor should sign and date on the “reviewed by” line and the employee should sign and date where indicated.  Completed evaluations must be returned to Human Resources by the designated date at the top of the form.  It is very important that these reviews be completed and returned in a timely manner as the trial period cannot be extended if the employee is not notified before the expiration of the 90 day period.  In addition, some of the hourly employee’s benefits do not begin until after successful completion of the trial period.
Saint Mary’s College

Hourly Performance

Appraisal

NAME



TITLE



DEPARTMENT



REVIEW PERIOD

Saint Mary’s College

Mission Statement

Saint Mary’s College is a Catholic, residential, women’s college in the liberal arts tradition.  A pioneer in the education of women, the College is an academic community where women develop their talents and prepare to make a difference in the world.  Founded by the Sisters of the Holy Cross in 1844, Saint Mary’s College promotes a life of intellectual vigor, aesthetic appreciation, religious sensibility, and social responsibility.  All members of the College remain faithful to this mission and continually assess their response to the complex needs and challenges of the contemporary world.
Office of Human Resources
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	SECTION I – Evaluation of Performance


	Listed below are several performance traits.  Rate the employee on each trait using the following scale:



	5
	OUTSTANDING PERFORMANCE
	The employee is superior in all phases of the position at all times.  S/he needs no supervisory assistance.

	4
	ABOVE AVERAGE PERFORMANCE
	The employee consistently exceeds acceptable established standards of performance.  S/he does more than is expected.

	3
	AVERAGE PERFORMANCE
	The employee satisfactorily meets acceptable established standards of performance.

	2
	BELOW AVERAGE PERFORMANCE
	The employee has not mastered all facets of her/his position and does not satisfactorily meet acceptable established standards of performance.

	1
	POOR PERFORMANCE
	The employee consistently fails to meet acceptable established standards of performance.


	Fulfillment of Position Description

Employee effectively performs the various essential functions of the job as set forth in the employee’s job description.  He/she understands and adheres to established policies and procedures.


	Circle 

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	


	Productivity

Employee accurately and thoroughly completes an acceptable amount of work.  Employee uses initiative to develop and enhance productivity methods to enhance efficiency.  S/he goes beyond the parameters of a strict task interpretation to fulfill an apparent or directed need. 


	Circle 

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	


	Communication Skills
Employee demonstrates written and oral effectiveness, presents ideas in a clear manner, demonstrates effective listening skills, and is considerate of varying viewpoints.  S/he uses discretion in handling confidential information.


	Circle 

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	


	Work Ethic

Employee reflects a commitment to a just day’s work.  Employee consistently meets deadlines and uses time effectively.  S/he demonstrates regular attendance, punctuality, and adaptability in meeting assignments under adverse conditions.


	Circle 

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	


	Teamwork/Collaboration

The employee works effectively with others.  S/he assumes shared responsibility to group and team goals and purpose, and is respectful of the ideas and contributions of others.  S/he provides and accepts constructive feedback and supports a positive work environment by cooperating in a professional manner with others.
	Circle 

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	


	Resource Management
The employee is a good steward of College resources.  S/he uses College resources for work related business in accordance with College policy.  S/he uses materials and equipment wisely.  S/he observes all safe working practices and procedures.


	Circle 

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	


	Judgment/Decision Making

The employee uses good judgment in handling tasks, developing plans, making decisions, and taking actions.  S/he accepts responsibility for meeting expectations of assigned role and is accountable for her/his decisions and actions and their consequences.  S/he identifies problems and operates to address them or have them addressed by others as appropriate.
	Circle 

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	


	Flexibility

The employee demonstrates versatility, the ability to adjust to changing job or organizational requirements, and ease with learning and/or accepting new and different duties.
	Circle 

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	


	SECTION II – Commitment to Mission


	Learning

We commit ourselves to academic excellence and foster an environment where all members of the community learn with and from each other. 

Examples might include:

· Participates in training sessions provided.

· Finds ways to more efficiently and effectively do one’s job.

· Shares knowledge with others.


	Please

Check One:

□
Supportive
□
Requires additional support

	Comments:


	Community

We sustain a vital community where each member is valued and where all are bound by a common purpose.  In an atmosphere of mutual respect, we are called to share responsibility for the success of the College’s mission.

Examples might include:

· Responds respectfully to all community members.

· Is welcoming and helpful to new employees and visitors on campus.

· Learns about the heritage and mission of Saint Mary’s College by attending orientation sessions and reading materials distributed about the College.


	Please

Check One:

□
Supportive
□
Requires additional support
	Comments:


	Faith/Spirituality

We commit ourselves to meeting the spiritual needs of members of all faith traditions.  We encourage and support members as they grow spiritually and as they lead lives of faith.

Examples might include:

· Respects the Catholic identity of Saint Mary’s College.

· Respects individuals of different faith traditions by contributing to an environment where individuals can live their personal spiritual journey comfortably.


	Please

Check One:

□

Supportive
□

Requires additional support
	Comments:


	Justice

We respect all persons because of their God-given dignity.  We act as responsible stewards of resources both on and beyond the campus.  We advocate social action and practice principles of justice and compassion.

Examples might include:

· Respectful of others of different backgrounds.

· Uses College equipment and supplies efficiently.


	Please

Check One:

□
Supportive

□ 
Requires additional support
	Comments:


SECTION III – Goals

List your goals and professional development opportunities you would like to see for the coming year.

	


SECTION IV – Overall Performance Rating
	

	Circle one rating that reflects the individual’s overall performance for this evaluation period.



	5


	OUTSTANDING PERFORMANCE
	The employee is superior in all phases of the position at all times.  S/he needs no supervisory assistance.

	4


	ABOVE AVERAGE PERFORMANCE
	The employee consistently exceeds acceptable established standards of performance.  S/he does more than is expected.

	3
	AVERAGE PERFORMANCE
	The employee satisfactorily meets acceptable established standards of performance.

	2
	BELOW AVERAGE PERFORMANCE
	The employee has not mastered all facets of her/his position and does not satisfactorily meet acceptable established standards of performance.

	1
	POOR PERFORMANCE
	The employee consistently fails to meet acceptable established standards of performance.


	

	SECTION V -Signatures
                 Prepared by   ​​​​​​​​​​​​​​
	
	Date
	

	                 Reviewed by
	
	Date
	    

	                 Employee
	
	Review Date
	

	
	
	New Review Date
	


NOTE:  If prepared by director/department chair, should be reviewed by Vice President

ORIGINAL APPRAISAL IS TO BE RETURNED TO HUMAN RESOURCES

Department and Employee may keep a copy of appraisal
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Saint Mary’s College

Administrator Performance

Appraisal

NAME



TITLE



DEPARTMENT



REVIEW PERIOD


Saint Mary’s College

Mission Statement

Saint Mary’s College is a Catholic, residential, women’s college in the liberal arts tradition.  A pioneer in the education of women, the College is an academic community where women develop their talents and prepare to make a difference in the world.  Founded by the Sisters of the Holy Cross in 1844, Saint Mary’s College promotes a life of intellectual vigor, aesthetic appreciation, religious sensibility, and social responsibility.  All members of the College remain faithful to this mission and continually assess their response to the complex needs and challenges of the contemporary world.
Office of Human Resources
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	I. Employee Section


	Achievements / Activities

List your major accomplishments during this evaluation period.  What major goals did you attain?  What new knowledge/skill did you develop this year?  Did you come up with any cost or time saving ideas or receive any special recognition for your work?  Refer to your goals set last year.


	


	Goals/Professional Development for the Coming Year

List your goals and the professional development opportunities you would like to seek for the coming year.  How can I as your supervisor help you attain these goals?


	


	II. SUPERVISOR SECTION

	KEY RESPONSIBILITIES
	EVALUATION OF PERFORMANCE

	Fulfillment of Position Description
Employee competently performs the various essential functions of the job as set forth in the employee’s job description.  He/she understands and adheres to established policies and procedures.
	Circle

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	

	Productivity
Employee accurately and thoroughly completes an acceptable amount of work.  Employee uses initiative to develop and enhance productivity methods to enhance efficiency.  S/he goes beyond the parameters of a strict task interpretation to fulfill an apparent or directed need.  Employee effectively uses technology in her/his tasks.
	Circle

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	

	Communication Skills
Employee demonstrates written and oral effectiveness, presents ideas in a coherent manner, demonstrates effective listening skills, and is considerate of varying viewpoints.  S/he uses discretion in handling confidential information.
	Circle

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	

	Work Ethic
Employee reflects a commitment to a just day’s work.  Employee consistently meets deadlines and uses time effectively.  S/he demonstrates regular attendance, punctuality, and adaptability in meeting assignments. 
	Circle

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	

	Teamwork/Collaboration
The employee works effectively with others.  S/he assumes shared responsibility to group and team goals and purpose, and is respectful of the ideas and contributions of others.  S/he provides and accepts constructive feedback and supports a positive work environment by cooperating in a professional manner 
with others.


	Circle

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	


	II. SUPERVISOR SECTION


	KEY RESPONSIBILITIES
	EVALUATION OF PERFORMANCE

	Budget & Resource Management
The employee is a good steward of College resources.  S/he uses College resources for work related business in accordance with College policy.  S/he meets budgets and uses materials and equipment wisely.


	Circle

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	

	Judgment/Decision Making
The employee uses good judgment in handling tasks, developing plans, making decisions, and taking actions.  S/he accepts responsibility for meeting expectations of assigned role and is accountable for her/his decisions and actions and their consequences.  S/he identifies problems and operates to address them or have them addressed by others as appropriate.


	Circle

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	

	Leadership
The employee helps others in doing a better job by creating a supportive environment.  S/he uses persuasion to encourage and enact change.  The employee coaches, facilitates, and encourages growth in others.  S/he collaborates in the development of community and achievement of goals.


	Circle

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	

	Flexibility
The employee demonstrates versatility, the ability to adjust to changing job or organizational requirements, and ease with learning and/or accepting new and different duties.


	Circle

Only One
	Comments:

	
	5

Outstanding
	

	
	4

Above Average
	

	
	3

Average
	

	
	2

Below Average
	

	
	1

Poor
	


	III. CORE VALUES
	EVALUATION OF PERFORMANCE

	Learning
We commit ourselves to academic excellence and foster an environment where all members of the community learn with and from each other.  

Examples:  

· Participates in learning and development opportunities available.

· Seeks opportunities to more efficiently and effectively accomplish one’s job duties.

· Shares knowledge with others.
	Please

Check One:
□
Supportive
□
Requires additional support
	Comments:

	Community

We sustain a vital community where each member is valued and where all are bound by a common purpose.  In an atmosphere of mutual respect, we are called to share responsibility for the success of the College’s mission.  

Examples:

· Responds respectfully to all community members.

· Supports and participates in College events, functions and committees beyond one’s designated role.

· Practices hospitality.

· Familiarizes oneself with the heritage and mission of Saint Mary’s College.
	Please

Check One:
□
Supportive
□
Requires additional support
	Comments:

	Faith/Spirituality
We commit ourselves to meeting the spiritual needs of members of all faith traditions.  We encourage and support members as they grow spiritually and as they lead lives of faith.
Examples:

· Respects the Catholic identity of Saint Mary’s College.

· Respects individuals of different faith traditions.
	Please

Check One:
□
Supportive
□
Requires additional support
	Comments:

	Justice
We respect all persons because of their God-given dignity.  We act as responsible stewards of resources both on and beyond the campus.  We advocate social action and practice principles of justice and compassion. 

Examples: 

· Utilizes Catholic social teachings as a basis for decision-making.

· Responsible and accountable for the use of resources.

· Implements policies and procedures which are non-discriminatory, equitable and respectful.
	Please

Check One:
□
Supportive
□
Requires additional support
	Comments:

	IV. OVERALL PERFORMANCE EVALUATION

	O
O
O
O
O
	Choose one rating that reflects the individual’s overall performance for this evaluation period.

OUTSTANDING PERFORMANCE

The employee is superior in all phases of the position at all times.  S/he needs no supervisory assistance.

ABOVE AVERAGE PERFORMANCE

The employee consistently exceeds established standards of performance.  S/he does more than is

expected.

AVERAGE PERFORMANCE

The employee satisfactorily meets established standards of performance.

BELOW AVERAGE PERFORMANCE

The employee has not mastered all facets of her/his position and does not satisfactorily meet established standards of performance.

POOR PERFORMANCE

The employee consistently fails to meet established standards of performance.




	Comments:




	SECTION V – Signatures


	Prepared by
	
	Date
	

	Reviewed by
	
	Date
	

	Employee
	
	Review Date
	

	
	
	New Review Date
	


NOTE:  If prepared by director/department chair, should be reviewed by Vice President

ORIGINAL APPRAISAL IS TO BE RETURNED TO HUMAN RESOURCES

Department and Employee may keep a copy of appraisal
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EXHIBIT III
SAINT MARY’S COLLEGE

EMPLOYEE SELF-EVALUATION FORM

Each of us can make a fairly objective assessment of how we have done our job.  This self-evaluation will provide you with an opportunity to respond to your likes and dislikes about the job you are doing, your training needs, plus what you perceive as your strengths and areas for improvements.  At the same time, your supervisor is also appraising your performance.  A sincere, constructive discussion between you and your supervisor will then establish a plan on which improvements in your present job and a program for your future development can be based.
1.
What part of your job interests you the most?  The least?

2.
Are there any aspects of your job in which you feel you need more experience or training?  Which ones?

3.
What changes would you like to see made in your job which would help you improve your 
performance?

4.
Do you feel your capabilities are being fully developed on your present job?  If not, how do you think they could be more fully utilized and/or developed?

5.
In your own words, describe your major strengths and areas for improvement.

6.
How can I as your supervisor help you improve your performance and meet your career goals?

7.
Please list any general or specific observations/concerns you have regarding your job, your department, or your future with the College.

8.
Summarize your feelings about your performance during the review period.

9.
What are your immediate and long-range job goals and/or interests?

_________________________________________

__________________

Employee’s Signature





Date

_________________________________________

__________________

Supervisor’s Signature




Date
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1

