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Administrative/Professional Staff Performance Appraisal

PLEASE CIRCLE ONE: 
Six-month Appraisal  /  Annual Appraisal  /  
Self Appraisal

	Employee Name:      
	In Position Since:      
	Date of Review:      

	Position Title:      
	Last Review Date:      

	Department :      
	Job Classification:      
	Supervisor:      
	Title:      


*On this form, you are only able to type in the “gray” boxes.  To move between the “gray” boxes, press “Tab.”

Performance Objectives:

List in order of importance the major goals, objectives and expectations for which the employee is accountable. Record the actual results achieved. Note comments from interim reviews. Indicate the commensurate rating by checking the appropriate column (to place an “x” in the gray box, press the spacebar while the box is highlighted).  

	Goals/Objectives/Expectations


	Results Achieved


	Comments


	√
	Rating



	1.       
	     
	     
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	Far exceeded  

Exceeded  

Fully met  

Minimally met  

Not met 

Not applicable



	2.       
	     
	     
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	  Far exceeded  

  Exceeded  

  Fully met 

  Minimally met  

  Not met 

  Not applicable



	3.       
	     
	     
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	  Far exceeded  

  Exceeded

  Fully met   

  Minimally met  

  Not met 

  Not applicable 



	4.       
	     
	     
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	  Far exceeded  

  Exceeded  

  Fully met   

  Minimally met  

  Not met 

  Not applicable



	5.       
	     
	     
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	  Far exceeded  

  Exceeded 

  Fully met  

  Minimally met  

  Not met 

  Not applicable



	6.       
	     
	     
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	  Far exceeded  

  Exceeded 

  Fully met  

  Minimally met  

  Not met 

  Not applicable



	7.       
	     
	     
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	  Far exceeded  

  Exceeded 

  Fully met  

  Minimally met  

  Not met 

  Not applicable



	8.       
	     
	     
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	  Far exceeded  

  Exceeded 

  Fully met  

  Minimally met  

  Not met 

  Not applicable




JOB FACTORS
KNOWLEDGE OF WORK: Degree to which the employee applies and demonstrates the specific knowledge required to satisfactorily perform the job.  Based on the

results of employee’s performance, consider the extent to which the employee effectively applies knowledge to position responsibilities and keeps abreast of new developments in the field of expertise.

         √
	5.

4.

3.

2.

1.


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Exceptionally thorough knowledge of all facets of the job and its relationship to other jobs. Consistently works to ensure a thorough 

understanding of new developments in field.

Good understanding of all facets of the job.  Requires only limited supervision on more complex tasks.  Demonstrates thorough job 

performance awareness of new developments in field.

Knows the necessary elements of the job to fully meet the requirements of the job; keeps abreast of new developments in field.

Knowledge of job is limited; needs additional training or experience in several phases.  Occasionally attempts to educate within field.

Limited knowledge of the job.  Requires very close supervision.  No attempt made to further knowledge in area specialization.




Comments:

	     


JOB FACTORS
AMOUNT OF WORK: Degree to which the employee shows a high level of work output on a regular basis and produces work quickly.

         √
	5.

4.

3.

2.

1.
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	Works extremely rapidly.  Consistently produces exceptionally large amount of work.

Maintains a high rate of production.  Frequently turns out more than normal amount of work.

Regularly produces standard amount of work.  Output meets the requirements of the job.

Outputs less than normal amount of work. Marginally acceptable production.

Extremely slow worker.  Output substantially below required amount.


Comments:

	     


JOB FACTORS
QUALITY OF WORK: Degree to which the employee completes assignments in a thorough and accurate manner and shows a consistently low level of errors.  Consider, as appropriate, the extent to which employee accurately diagnosis problems, applies effective solutions and effectively determines what to do and how to do it.

         √
	5.

4.

3.

2.

1.
	 FORMCHECKBOX 
 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 
	Work requires almost no checking and is virtually error free when compared to quality standards.
Work is completed above job quality standards and requires less than normal supervisory control.

Work is normally completed in a thorough and accurate manner.

Work is inconsistent in quality and completeness.  Requires supervisory review and correction.

Work requires constant checking by supervisor before it is considered correct and complete.




Comments:

	     


JOB FACTORS
TIMELINESS OF WORK: Degree to which the employee makes most effective use of available work time; approaches work in an organized manner determining proper procedures required; and completes work within acceptable time frame or delegates work appropriately to meet deadline.  Consider, as appropriate, the extent to which the employee sets priorities and revises work plans to accommodate changing priorities.

         √
	5.

4.
3.

2.

1.
	 FORMCHECKBOX 
 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 
	Work is very well organized and completed promptly.  Deadlines are met.

Work is almost always well organized and almost always completed within established deadlines.

Work is usually well organized and completed on time.

Work is generally poorly organized and often not completed on time.

Work is disorganized and deadlines are repeatedly missed.




Comments:

	     


JOB FACTORS
COMMUNICATIONS: Degree to which the employee expresses ideas and information accurately and understandably in both spoken and written form; uses legible handwriting, proper grammar and appropriate punctuation; and reads and understands others’ written or oral communications.  Consider, as appropriate, the extent to which the employee communicates effectively with peers, subordinates, supervisors, students, and external contacts.

         √
	5.

4.

3.

2.

1.
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 
	Written and oral communications are extremely well organized, accurate and easily understood.  Outstanding listening and feedback skills.

Written and oral communications are very well organized, accurate and easily understood.  Skillful in listening and providing informative 

feedback.

Written and oral communications are clear, accurate and understandable.  Listens and understands well.

Written and oral communications are sometimes poorly organized and difficult to understand.  Listening skills need to be improved.

Written and oral communications are generally poorly organized and difficult to understand.  Listening and comprehension skills are not 

adequate.


Comments:

	     


JOB FACTORS 
INITIATIVE: Degree to which the employee assumes additional assignments without being told; can be counted on to accept responsibility for assignment completion; and expends the effort and time necessary to do the job well.  Consider, as appropriate, the extent to which the employee works independently, accepts responsibility and uses independent judgment appropriately.

         √
	5.

4.
3.

2.

1.
	 FORMCHECKBOX 
 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 
	Definitely a self-starter.  Resourceful in any situation with good follow through.

Often seeks new solutions.  Carries on well with assigned projects.

Accepts opportunity to increase value of job or personal contribution once direction has been established. 

Follows a patterned way of doing job without enough concern to improve accomplishments.

Resists change.  Slow getting started.  Has to be prodded.  Lets projects lag once started.




Comments:

	     


JOB FACTORS
ADMINISTRATIVE SKILLS: Degree to which employee appropriately determines which standard rules and regulations apply; works within administrative guidelines of the unit, department and/or College.  Considers other administrative constraints and operates within them.

         √
	5.

4.

3.

2.

1.


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Thoroughly researches relevant information and consistently makes sound, logical decisions based upon knowledge of internal policies and 

external environment.  Assumes full responsibility for decisions.

Obtains available relevant information and usually makes sound decisions based upon knowledge of external environment.  Reviews decisions with supervisor as required.

Makes logical decisions within the standard rules and regulations.  Discusses decisions with supervisors as appropriate.

Occasionally delays making decisions which may be difficult or unpleasant to communicate or enforce.  Does not always work within 

guidelines of the unit.

Unwilling to make decisions; makes “snap” decisions which have no sound basis and/or delays decision-making.




Comments:

	     


JOB FACTORS 
PLANNING: Extent to which the employee schedules and plans work effectively within the department, division and/or College-wide as appropriate; plans for necessary resources (i.e., people, facilities, equipment, supplies); and performs well under pressure caused by deadlines, heavy workloads, etc.

         √
	5.

4.

3.

2.

1.


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Exceptional work and equipment/facility planning skills.  Outstanding ability to assess and judge relative effect of a multitude of variables, 

resulting in superb, easy-to-execute plans.  Workflow always smooth which results in the completion of high-level work.

Exceed expectations of planning abilities for the position.  Demonstrates above average ability to integrate variables, resulting in smooth, even workflow.

Meets expectations of planning abilities required for the position.  Acceptable capability to integrate factors required for sound planning. Work entity managed is generally completed without undue pressure.

Demonstrates some planning capability; still requires assistance to recognize inter-relationships of all variables in developing plans.

Extreme lack of ability to plan work and to utilize necessary resources.  Lack of planning creates unnecessary pressure on employee and entity supervised.




Comments:

	     


JOB FACTORS 
COMMITMENT AND MISSION EFFECTIVENESS: Demonstrates commitment to College’s mission and goals including strategic plan and diversity, supports institutional decisions, contributes to the general development of the College.

         √
	5.

4.

3.

2.

1.
	 FORMCHECKBOX 
 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 
	Is highly committed and works enthusiastically toward mission and overall goals of the College.

Displays interest and willingness toward the College’s mission and goals.

Meets expectations in respecting mission and goals of College.

Does not have a clear interest or respect for College’s mission.

Shows lack of respect for mission; Is not committed to contributing to overall development of College’s mission or goals.


Comments:

	     


JOB FACTORS
SUPERIVISING OTHERS: Degree to which the employee develops skills of subordinates so as to continue to upgrade departmental performance; motivates subordinates to think and work independently; recognizes individual capabilities and assigns work accordingly; trains employees accordingly; counsels employees in both positive and negative circumstances; and appraises performance and individual contributions.

         √
	5.

4.

3.

2.

1.


	 FORMCHECKBOX 
 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
	Exceptional ability to lead, train, and manage others.  Outstanding ability to define, in detail, performance objectives and motivate subordinates toward achievement of these objectives.

Assigns work effectively based on subordinates’ skills and workload.  Work assignments are clear and performance standards are 

understood.  Exceeds standards in ability to manage others.

Assigns work and modifies staffing pattern in order to keep workload even.  Provides subordinates with timely performance appraisals and 

feedback.

Does not assign work to subordinates on a logical basis.  Often reacts to work situations rather planning for them.  Counseling is sporadic 

and morale is not good.

Does not clearly define work assignments for subordinates, and workflow is not organized.  Inconsistent in appraisal and discipline of 

subordinates.  Morale problems are common.


Comments:

	     


JOB FACTORS 
OCCUPATIONAL SAFETY AND HEALTH: Degree to which the employee takes the provided time, tools, and training to ensure the safety and health of themselves and coworkers.

         √
	5.

4.

3.

2.

1.
	 FORMCHECKBOX 
 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 
	Always takes the necessary time to ensure that details involving the well being of employees are addressed.  Shares information/training with coworkers or subordinates before projects begin.

Good understanding of sound safety and health practices.  Almost always practices them and shares them with coworkers.
Generally performs work in a safe manner.  Shares safety concerns with others if convenient.

Does not generally attempt to use the time given or tools provided to perform work safely.

Resists efforts to integrate sound safety and health practices into work processes.


Comments:

	     



PERFORMANCE OBJECTIVES: List all goals, objectives, and expectations for the coming fiscal year.  These goals, objectives, and expectations will be evaluated on next year’s review.
	1.       

	2.       

	3.       

	4.       

	5.       

	6.       

	7.       

	8.       

	9.       



DEVELOPMENT PLAN: List specific training and developmental needs and plans as required. This should include any performance areas where further

development is needed or desired, and/or professional growth plans. Note any constraints that may hinder your training or development plans. 

	Performance Factor
	Suggested Development

(Completed by Supervisor)
	Action Plan for Development

(Agreed upon by Employee & Supervisor)
	Target

Completion Date

	1.       
	     
	     
	     

	2.       
	     
	     
	     

	3.       
	     
	     
	     

	4.       
	     
	     
	     

	5.       
	     
	     
	     

	6.       
	     
	     
	     

	7.       
	     
	     
	     

	8.       
	     
	     
	     


PERFORMANCE RATING SUMMARY


               √
	5.

4.

3.

2.

1.


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Appraisal Rating

Performance is extraordinary, better than can be reasonably expected of an employee in the job.  Employee raises standards of performance and displays an unexpected level of quality and quantity.

Performance is considerably beyond requirements necessary to meet standard performance; approaches outstanding performance.

Performance meets the full requirements of the job as defined.  Performance demonstrates full utilization of employee’s capabilities.

Performance is only acceptable; improvement is needed to fully meet job requirements.  Meets performance standards only periodically or only in certain areas.

Performance deficient enough to justify termination unless immediate improvement is made. Probationary plan must be developed.



COMMENTS


                      

	Appraiser’s Summary Comments:      


	Employee’s Summary Comments:      


	Confidentiality of Private Information

The nature of services provided by Elizabethtown College requires that all private information be handled in a confidential manner.  By signing below, I understand that all private information such as medical, financial, educational, and personal information is collected, maintained, and disseminated appropriately to safeguard the privacy of the protected information of its students, employees, and customers.  Personal or identifying information about students, employees, and customers will not be released to internal or external individuals not authorized by the nature of their duties to receive such information, without the consent of the student, employee, or customer. 
              


Employee Signature                                         Date                                Supervisor Signature                                                 Date

· Employee’s signature indicates only that he/she          
has read this review, but does not necessarily                             
indicate agreement or disagreement with the contents.                     Reviewing Supervisor’s Signature                               Date


[image: image2.png]
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