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PERFORMANCE APPRAISAL 

	EMPLOYEE NAME:  
	     
	EMPLID:
	     

	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 vehicle 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. It should be an accurate portrayal of the individual’s performance.

The performance factors are to be rated at one of the five performance levels:

5 – Outstanding: Reserved for the individual whose work performance clearly and consistently superior to the standards required for the position. This caliber of performance is easily recognized by others in related areas as well as outside of the individual’s own group or function. The individual is successful in unusual and adverse situations, meets extraordinary business challenges with little or no guidance and sets a positive example for others.  Results significantly exceeded performance standards/objectives over a sustained period.
4 – Exceeds Expectations: This individual exceeds most requirements of the position, including all key areas.  This rating demonstrates a level of accomplishment that goes beyond reasonable and demanding standards, particularly in key knowledge, skills and abilities. Performance is characterized by high achievement and the individual demonstrates planning and execution of all routine functions and most major functions with minimal guidance.

3 – Achieves Expectations: This individual demonstrates a level of accomplishment that clearly fulfills expectations and at times exceeds them.  It reflects good, solid and consistent performance. Has demonstrated ability to execute and control routine functions and several major functions with occasional guidance. 

2 – Minimally meets expectations: This individual demonstrates a level of accomplishment that is below the standards of performance and does not meet or marginally meets the requirements.  This individual demonstrates an inconsistent level of achievement and requires more direction and guidance than normally expected for routine functions.  

1– Needs Significant Improvement: This individual’s performance does not meet expectations and is not acceptable. Requires close supervision and direction.  Fails to remedy deficiencies in required skill and knowledge. Corrective action is needed. 

PERFORMANCE FACTORS


	1.  COMMUNICATION – the extent to which the employee

	· Demonstrates oral and written communication skills necessary for this position

· Encourages open exchange of ideas and opinions

· Develops channels for communication up and down and across the organization; communicates important information

· Effectiveness of listening and interacting with others in a helpful and informative manner

· Assesses and takes steps to improve ability to communicate so ideas and consultations are conveyed with precision and efficiency

	
Performance Rating: [     ]

	Supporting Comments: (if additional room is needed, please use a separate sheet).

	     



	2.  CUSTOMER SERVICE – the extent to which the employee

	· Makes a concentrated effort to serve the needs of customers/students

· Fosters cooperative relations both inside and outside the department

· Is courteous and considerate; accurate and timely; 

· Listens actively and provides appropriate responses in a positive manner 

· Works harmoniously with subordinates, peers and superiors, exercises tact and diplomacy in dealing with others

· Extent to which employee contributes to positive image of UMKC and is willing to go the extra step

	
Performance Rating: [     ]

	Supporting Comments: (if additional room is needed, please use a separate sheet).

	     



	3. COOPERATION/TEAMWORK – the extent to which the employee

	· The willingness to work harmoniously and effectively with colleagues at various levels to solve problems; improve work processes, or accomplish specific tasks

· Demonstrates willingness to assist, encourage and support others

· Demonstrates concern for students, customers and fellow workers

· Level of contribution to goals, objectives and morale of work group

	
Performance Rating: [     ]

	Supporting Comments: (if additional room is needed, please use a separate sheet).

	     



	4. QUALITY – the extent to which the employee

	· Effectively performs the job through timeliness, accuracy, neatness, thoroughness and follow-through on work

· Demonstrates competence, accuracy, thoroughness and reliability.

· Maintains high quality work relative to established standards

· Consistently follows University and department policies and procedures 

· Develops and implements new solutions, procedures and concepts

	
Performance Rating: [     ]

	Supporting Comments: (if additional room is needed, please use a separate sheet).

	     



	5. PRODUCTIVITY/CORE ORGANIZATIONAL/BUSINESS SKILLS – the extent to which the employee

	· Works efficiently and manages time wisely; follows through on work assignments

· Level of output meets demands; work is completed timely; 

· Is able to handle multiple priorities wells and is able to set priorities;  adapts well to the changing business environment

· Makes difficult decisions when appropriate and accepts responsibility for them

· Exercises good judgment in handling both normal and unusual situations

· Obtains and evaluates pertinent information and presents sound ideas and constructive suggestions

	
Performance Rating: [     ]

	Supporting Comments: (if additional room is needed, please use a separate sheet).

	     



	6. JOB KNOWLEDGE/TECHNICAL PROFICIENCY – the extent to which the employee

	· Demonstrates competence in current job function; demonstrates understanding and mastery of process, methods, systems and/or procedures; requires minimal supervision

· Synthesizes information; understands scope and interrelationship with others; familiar with procedures and objectives 

· Knows when problem is beyond technical expertise and seeks help

· Seeks and assumes greater responsibility

· Acts as a resource to others concerning elements of the job  

· Initiates new and creative ideas or procedures to enhance department

· Keeps up with advances outside the university in his/her field

	
Performance Rating: [     ]

	Supporting Comments: (if additional room is needed, please use a separate sheet).

	     



	7. PROFESSIONALISM  – the extent to which the employee

	· Demonstrates commitment, dedication, cooperation and positive behavior

· Complies with University rules and policies

· Helps to create a hospitable and inclusive environment consistent with institutional efforts

· Assumes responsibility for good attendance and punctuality at work, meetings, calls, etc.

· Demonstrates flexibility and adapts to changing work demands, priorities and circumstances  

· Receptive to change and new ideas; adapts to change

	
Performance Rating: [     ]

	Supporting Comments: (if additional room is needed, please use a separate sheet).

	     



	8. OPTIONAL FACTOR -  Indicate the Name of Optional Factor Here -      

	

	
Performance Rating: [     ]

	Supporting Comments: (if additional room is needed, please use a separate sheet).

	     




SUPERVISORY/MANAGERIAL EMPLOYEES ONLY – Additional 3 Performance Factors
	1.  Performance Management – the extent to which the employee

	· Describes essential job functions and relates them to the mission and goals of the organization

· Develops realistic and appropriate standards

· Provides ongoing feedback about performance; writes and communicates constructive performance appraisals linked to organizational and unit goals and priorities

· Develops, implements or assures appropriate training  and development opportunities to sustain, improve employee work performance

· Provides appropriate support , guidance, encouragement and direction to employee to reach his/her goal

· Utilizes sound workforce planning; makes effective assignments to subordinates based on demonstrated skills and knowledge.

· Appropriately and effectively handles corrective discipline and employee grievances; Recommends HR intervention when appropriate.   
· Implements change with a positive impact

	
Performance Rating: [     ]

	Supporting Comments: (if additional room is needed, please use a separate sheet).

	     



	2.  Leadership – the extent to which employee effectively oversees and facilitates staff

	· Defines unit mission, formulates strategic goals and develops specific strategies to meet goals; Creates environment that guides employees to accomplish unit and UMKC goals and mission.

· Shows fairness and impartiality in interactions; gains staff confidence and trust

· Knowledgeable about, in compliance and supportive of  UMKC’s Equal Opportunity, Affirmative Action, and Diversity efforts,  policies and programs

· Accountable and accepts responsibility for University decisions

· Builds and maintains work relationships and contacts needed to effectively address problems and opportunities associated with position

· Creates work environment which respects diversity, welcomes new ideas and proactively works to achieve, maintain a diverse work force.  

· Develops team within the unit and between units. Team momentum, enthusiasm and pride
· Operates with an awareness of public relations and political astuteness; uses a consistent operational style; maintains high ethical standards.  

	
Performance Rating: [     ]

	Supporting Comments: (if additional room is needed, please use a separate sheet).

	     



	3. Unit Achievement/Fiscal Management– the extent to which the employee

	· Makes sound decisions about how funds are expended so that department/unit goals are met, resources are optimized and accountability requirements are achieved, all within budget

· Has an understanding of costs/resources associated with processes and discovers and implements new and improved methods of work processes to improve performance and produce financial savings

· The results achieved by the individual and assigned group as part of the overall effort, timeliness, quality, etc.

· Seeks the best use of materials, equipment and staff to maximize efficiency and effectiveness

· Successfully builds and reinforces essential programs

· Attains results through positive actions

	
Performance Rating: [     ]

	Supporting Comments: (if additional room is needed, please use a separate sheet).

	     



	TOTAL POINTS FOR PERFORMANCE FACTORS [0 FORMTEXT 

0
]

	NUMBER OF PERFORMANCE FACTORS [0 FORMTEXT 

0
]
	OVERALL (TOTAL / FACTORS) [!Zero Divide FORMTEXT 

     
 ]


APPRAISER’S OVERVIEW EVALUATION
	     



PERFORMANCEOBJECTIVES   

(Discuss Objectives Previously Established and Actual Performance versus Expected Performance)
	Objectives
	Target   Date
	Actual Performance
	Comments

	1.
	     

	     
	     
	     

	2.
	     

	     
	     
	     

	3.
	     

	     
	     
	     


NEW PERFORMANCE OBJECTIVES

(Identify specific performance objectives, or training and development for the next review period. Set objectives which are measurable, results-oriented, challenging yet achievable and define the time frame within which the goals should be obtained)
	Objectives
	Target   Date

	1.
	     

	     

	2.
	     

	     

	3.
	     

	     


TRAINING/DEVELOPMENT PLANS
(Identify and discuss training and development needs for the next period)

	Training and Development
	Date
	Comments

	1.
	     

	     
	         

	2.
	     

	     
	     

	3.
	     

	     
	     


EMPLOYEE POST REVIEW COMMENTS

(Optional: if employee wishes to do so, any comments concerning the review may be indicated in this section or by an attachment)
Comments: 

	     



REVIEW AND APPROVAL SIGNATURES

_______________________________________                                 ____________________

Immediate Supervisor







Date

Department Head
 (Optional)





              Date

Employee


         





Date

(Your signature does not necessarily signify agreement; simply that the appraisal has been discussed with you)  
Once all signatures have been obtained, return the original document to Human Resources.  

Rev: March 9, 2011

