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Hire Date: [image: image3.wmf]


Working Title: [image: image4.wmf]
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Rater: [image: image6.wmf]


Department: [image: image7.wmf]


Administrator: [image: image8.wmf]


Rating Period:  From [image: image9.wmf]
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Evaluation Type:
Probationary:
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Permanent:
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Temporary:
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Factors Changed since Last Evaluation

Please answer questions below to reflect changes in position since last evaluation.

Have the duties of this position changed?
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If yes, please briefly explain:

If duties have changed, has a new position description been submitted to HREO that reflects changes?

 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No  
If not, please attach to completed performance evaluation
Has the workload of this position changed?
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If yes, please briefly explain:
Have the reporting relationships of this position changed?
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If yes, please briefly explain:

Core Performance Dimensions
Instructions:

1. Please refer to Core Performance Dimensions Definitions when completing.

2. Use the space provided below each dimension to describe employee’s performance.  Specific examples must be used when employee is rated as Exceeds Expectations or Does Not Meet Expectations.

3. The Performance Improvement Section must be completed for each dimension where the employee does not meet expectations.

4. The Performance Development Section should be used for all employees who meet or exceed expectations.

	 Core Performance Dimensions: Ratings

	Dimensions

Use the space provided below each dimension to describe employee’s performance.  

Specific examples must be used when employee is rated as Exceeds Expectations or Does Not Meet Expectations.
	Does Not Meet Expectations*
	Meets Expectations
	Exceeds Expectations

	
	Must provide specific examples of performance.
	May provide specific examples of performance.
	Must provide specific examples of performance.

	1. Quality 
(Accuracy and Consistency)
	[image: image22.wmf]
	[image: image23.wmf]
	[image: image24.wmf]

	Comments & Examples:



	2. Quantity 
(Productivity)
	[image: image25.wmf]
	[image: image26.wmf]
	[image: image27.wmf]

	Comments & Examples:



	3. Job Knowledge, Skills
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	Comments & Examples:



	4. Problem Solving 
(Judgment, Decision Making)
	[image: image31.wmf]
	[image: image32.wmf]
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	Comments & Examples:



	5. Time Management 

(Punctuality/On-Time Completion of Tasks)
	[image: image34.wmf]
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	Comments & Examples:



	6. Initiative
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	Comments & Examples:



	7. Work Relationships
(Lead/Direct, Teamwork, accepts directions, etc.)
	[image: image40.wmf]
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	Comments & Examples:



	8. Communication Skills 

(Writing, Speaking, Listening)
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	[image: image44.wmf]
	[image: image45.wmf]

	Comments & Examples:



	9. Customer Service
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	Comments & Examples:




Overall Performance Rating
The overall performance rating is reflective of the ratings on the nine (9) core performance dimensions.  The overall ratings are defined below:
	Exceeds Expectations: 
	Exceeds expectations in five (5) or more core performance expectations.  Meets expectations in remaining core performance expectations.



	Meets Expectations:
	Generally meets or exceeds expectations.  May not meet expectations in one (1) core performance dimension. 



	Meets Most Expectations (Marginal):
	Generally meets expectations, but does not meet expectations in 2-4 core performance dimensions.



	Does Not Meet Expectations:  
	Does not meet expectations in five (5) or more core performance dimensions.


Refer to the ratings on the nine (9) core performance dimensions, when indicating the overall performance rating below:
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Attachments

 FORMCHECKBOX 
  Position Description (optional)
 FORMCHECKBOX 
  Performance Development Plan Section - 
Should be used for all employees who meet or exceed expectations.

 FORMCHECKBOX 
  Performance Improvement Plan Section – 
Must be completed for all employees who meet most or do not meet expectations.
Recommendations/Signatures
___________________________________________________                 _______________
Evaluator’s Signature / Title                                                                                

Date

___________________________________________________                ________________
Department Head Signature / Title 






Date

------------------------------------------------------------------------------------------------------------------

Administrator Only:

For Probationary Employees Only: If this Employee is in probationary status, do you recommend permanent status?

 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No

Employee Review

I have reviewed the evaluation and had an opportunity to discuss it with the evaluator.  

________________________________________________                ________________

Employee Signature                                                                                Date

 FORMCHECKBOX 
 I agree with the evaluation.
 FORMCHECKBOX 
 I agree with the following exceptions written below.
 FORMCHECKBOX 
 I disagree with the evaluation.
 FORMCHECKBOX 
 I have submitted a rebuttal statement which is attached to the performance evaluation.
Employee Comments:
CSUEU Staff Performance Evaluation: 


Rating Form
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