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PERFORMANCE APPRAISAL

Campus Facilities Management Employees

	EMPLOYEE NAME:
	     
	EMPLOYEE ID:
	     

	DEPARTMENT:
	     
	POSITION TITLE:
	     

	PERIOD COVERING:
	From:                           To:       
	APPRAISAL DATE:
	     

	APPRAISAL TYPE:
	 FORMCHECKBOX 
 Probationary                    FORMCHECKBOX 
 Annual              FORMCHECKBOX 
Other:


The Performance Appraisal is intended to evaluate an employee’s performance in several key areas.  It is a communication tool to provide the employee and the supervisor an opportunity to discuss the employee’s performance, strengths and any difficulties, as well as establish goals for further development and to improve overall effectiveness. 

PERFORMANCE RATING FACTORS

3 – Excellent:  Consistently demonstrates exceptionally high performance.  Exceeds most requirements of the position.

2 – Achieves Expectations:  Demonstrates acceptable competence and consistently meets the requirements of the position.

1 – Needs Improvement:  Demonstrates a level of accomplishment that does not meet the expected requirements of the job. 
PERFORMANCE FACTORS
	FACTORS
	 RATING

	1.  QUALITY OF WORK:  Evaluate overall work results to include accuracy, thoroughness, organization and follow-up.  Consider the amount of initiative in starting and following through on assigned work.  Consider timeliness and consistency of work produced.  (Attach Quality Assessments)
Comments:       

	     

	2.  PRODUCTIVITY:  The amount of acceptable work performed as efficiently as possible without jeopardizing quality and the amount of work produced against expected standards.
Comments:       

	     

	3.  SAFETY:  The level to which the employee follows established safety procedures, pays attention to personal safety and the safety of others?
Comments:       

	     



	FACTORS
	RATING

	4.  WORK HABITS:  The employee’s care of tools, equipment and machinery in carrying out assigned duties.  Demonstrates commitment, dedication, cooperation & positive behavior.  Complies with UMKC rules and policies.
Comments:       

	     


	5.  DEPENDABILITY, ATTENDANCE AND PUNCTUALITY: The extent to which the employee can be relied upon to accomplish his/her work.   The employee maintains an acceptable attendance record; works as scheduled and prompt.        

Absences       days missed in last         months      Tardies      Number of occurrences in      months

Comments:       
	     


	 6.  INTERPERSONAL SKILLS:  The ability to establish and maintain productive working relationships and encourages a positive interaction with all co-workers.  (Consider willingness to work with and assist customers, co-workers and supervisors/managers.)

Comments:      
	     

	Total 0 FORMTEXT 

0

Add the rating for each factor and divide by six  example:  Add 1 thru 6 = 16;  16/6 = 2.7 Overall Rating
	Overall Rating
0.0 FORMTEXT 

0



	EMPLOYEE’S COMMENTS:

__________________________________________________________________________________________________________________________________



__________________________________________________________________________________________________________________________________



__________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________




SIGNATURES:  Your signature does not necessarily signify agreement with the appraisal; but simply that the appraisal has been discussed with you. 

Employee:  __________________________________________ Date:  ____________________________

Supervisor/Reviewer:  __________________________________Date:  ___________________________

Manager: _____________________________________________Date:  ___________________________
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Employee 

Performance Self-Appraisal

Name ________________________________   Department_______________


Position ______________________________   Review Date ______________

Your thoughts about your job performance and work environment are an important part of our Performance Appraisal Process. Complete the following questions and bring it to your scheduled performance appraisal for discussion. Use additional paper as needed.

1. What do you consider to be your major accomplishments and progress on performance goals during this review period?

2. Describe the areas where your performance can be strengthened.

3. What goals/objectives have you set for yourself for the next review period?

4. Indicate any training or development that you would like to have during the next review period?

5. What direction or support can your manager provide to help you be successful in your position?
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