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Staff Performance Assessment Form
This Performance Assessment Form is designed to link employee performance to Le Moyne’s mission and values as reflected in the Jesuit tradition and to provide guidance and consistency to the assessment process.  It should be used to summarize and assess the employee’s overall performance for the past year, to establish results to be achieved for specific tasks or projects for the next year, and to identify professional development goals to enable the employee to enhance performance in his/her current position or to prepare him/her for future growth.

This written performance assessment is the final phase of the ongoing performance and assessment process.  It is a formal assessment of performance over a specified period of time based on expectations identified by the supervisor and shared with the employee.  It provides feedback to the employee and assists in planning for the next performance period.  Informal performance assessment is the on-going feedback required for effective supervisor/employee relations.  The written assessment should not replace on-going feedback and communications regarding job performance.
Performance Levels
The following performance categories or key result areas reflect a set of responsibilities and outcomes/results expected of all professional employees.  While each employee is accountable for overall performance in every category, in some instances certain criteria within a category may not be relevant to a particular position and therefore should not be considered.  Likewise, additional criteria not listed here may be relevant to a particular department or position and should be added in the space provided.  
Use the following rating scales to assess performance in each area and for the employee’s overall performance.  Refer to the employee’s position description to review essential areas of responsibility when evaluating performance.  Add comments which support or clarify the rating assigned in the space provided. 

 (E)
Exceptional


Performance consistently far exceeds expectations due to exceptionally high quality of work performed in all essential areas of responsibility, resulting in an overall quality of work that was superior; and either 1) included the completion of a major goal or project, or 2) made an exceptional or unique contribution in support of division, department, or College objectives. This rating is achievable by any employee though given infrequently.

 (EE)
Exceeds expectations
Performance represents achievements above established standards and consistently demonstrates strong performance toward goals and the quality of work overall was excellent.
 (ME)
Meets expectations
Performance consistently met expectations in all essential areas of responsibility, at times possibly exceeding expectations, and the quality of work overall was very good.  The most critical annual goals were met.

 (I)
Improvement needed


Performance did not consistently meet expectations – performance failed to meet expectations in one or more essential areas of responsibility, and/or one or more of the most critical goals were not met.  A professional development plan to improve performance must be outlined in Section 4, including timelines, and monitored to measure progress.

 (U)
Unsatisfactory

Performance was consistently below expectations in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made.  Significant improvement is needed in one or more important areas.  In Section 4, a plan to correct performance, including timelines, must be outlined and monitored to measure progress.
Employee Name:      



Job Title:      






Department:      
Assessment Period:      
Section I – Core Competencies

The following attributes/competencies describe the manner in which the job duties are performed and are essential for all employees in achieving success in their positions.  Attribute/Competency descriptions are intended as examples of desirable performance.
	JOB KNOWLEDGE
	E
	EE
	ME
	I
	U
	Comments

	Understands job duties and responsibilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Understands and adheres to the departments and College’s policies and procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Work Quality/Productivity
	E
	EE
	ME
	I
	U
	Comments

	Plans and organizes work effectively to meet job requirements and deadlines
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Demonstrates accuracy and thoroughness
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Works effectively with others to achieve department and/or institutional goals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Identifies ways to improve and promote quality of work activities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Applies feedback to improve performance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Takes initiative to identify and resolve problems 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Accepts accountability for job performance and results
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Dependability
	E
	EE
	ME
	I
	U
	Comments

	Demonstrates dependability on the job and is responsive to the needs of the department
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Schedules time off in advance, begins work on time and keeps absences within guidelines
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Ensures work responsibilities are covered when absent
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Interpersonal Relationships
	E
	EE
	ME
	I
	U
	Comments

	Develops and maintains effective working relationships with colleagues, superiors and where appropriate faculty, students and external constituents
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Demonstrates a professional demeanor at all times
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Communications
	E
	EE
	ME
	I
	U
	Comments

	Demonstrates effective communication in expressing ideas verbally and in writing clearly and concisely
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     



	Is welcoming, courteous and helpful to callers and visitors
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Responds to requests in a timely manner and maintains composure when addressing problems or concerns
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Mission Support
	E
	EE
	ME
	I
	U
	Comments

	Values and contributes to the College’s mission and demonstrates civility, generosity of spirit, open-mindedness, concern for the common good and encourages a collegial work environment 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Demonstrates an understanding of how his or her own area of responsibility fits within the OneLeMoyne vision and mission of the College, and the way in which it impacts the work of other departments
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Diversity
	E
	EE
	ME
	I
	U
	Comments

	Encourages openness toward all people through soliciting diverse ideas and viewpoints, and respects differences
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


Section II: Overall Performance Rating
	Consider the performance levels from Sections I and II. Select a level to describe the employee’s overall performance throughout the entire review period.  Supervisors should use their professional judgment in considering all these factors as they arrive at the Overall Performance Rating.


	E

 FORMCHECKBOX 

	EE

 FORMCHECKBOX 

	ME

 FORMCHECKBOX 

	I

 FORMCHECKBOX 

	U

 FORMCHECKBOX 



Comments (Optional):      

Section III: Past Year’s Goals

	State work goals and professional development goals as defined in past year’s assessment and list results achieved. If no goals were formally set, please cite primary accomplishments.


1. Work Goals:      
· Results Achieved/Primary Accomplishments:      
2. Professional Development Goals:      
· Results Achieved/Primary Accomplishments:      
Section IV: Goals for Next Year’s Performance Assessment

	Performance Development Plan

Based on the position’s major responsibilities, outline the key results and competencies expected of the employee during this performance period


1. Key Results Expected: What are the most important objectives, outcomes, and/or special assignments to accomplish in 

order to be successful during this time period?      
2. Key Competencies Expected: What are the most important knowledge, skills, abilities, and behaviors that the employee should demonstrate in order to be successful?      
	Training & Development Needs/Opportunities

What training and development needs and opportunities should the employee focus on during this performance period?


     
	Organizational Support (Optional)

What suggestions do you have as to how your supervisor, human resources, or other can better support you in your present job and future career goals? 


     
	Position Linkage with Organizational Mission and Strategic Plan 

How do the duties and responsibilities of this position link or contribute to the achievement of the OneLeMoyne vision, the mission goals, and the objectives of the institution? Provide brief summary.


     

NOTE:
 Signature indicates the employee has read and understands the performance assessment, goals, and planned development. It is not an indication of agreement or disagreement with the assessment.

Employee’s Signature: 



____                                                             Date: 



Supervisor’s Signature: 



                                                                     Date: 

 

Vice President’s Signature: 



                                                        Date: 








