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Performance Evaluation and Planning Form
Non-Supervisory Employee



[bookmark: Text21][bookmark: Text22]Employee Name:      		Supervisor's Name:      
[bookmark: Text23][bookmark: Text24]Title:      		Title:      
[bookmark: Text25][bookmark: Text26]Years in Current Position:       		Department:      
[bookmark: Text27][bookmark: Text28]Evaluation Period:       		Years you have supervised employee:      
INSTRUCTIONS:

Effective evaluation of job performance is an on-going process.  Annually each supervisor provides a summary of progress toward meeting job expectations and last year’s goals. This form is to be used for annual evaluations, and at other times during the year when formal feedback is needed. 


Part 1 – Review of Job Description for Evaluation Period

Part 2 – Assessment of Top Accomplishments and Contributions

Part 3 – Competencies and Achievements

Part 4 – Future Performance Goals 

Part 5 – Professional Development Goals

Part 6 – Overall Performance Rating

Part 7 – Employee Comments

Part 8 – Employee and Department Signatures

	

RATING DEFINITIONS
Exceptional (5)	Performance far exceeded expectations and goals, due to producing and role modeling exceptionally high quality of work in all areas of responsibility, resulting in remarkable achievement.   This rating is achievable by any employee, although given infrequently.
Above Expectations (4)	Performance consistently exceeded expectations in all essential areas of responsibility and the quality of work overall was excellent.  Annual goals, within control, were met.
Solid Performance (3)	Performance consistently met expectations and at times exceeds them. Annual goals, within control, were met.
Improvement Needed (2)	Performance did not consistently meet expectations in one or more essential areas of responsibility, and/or one or more goals were not met.  A development plan to improve performance, with timelines, must be attached to this review. 
Unsatisfactory Performance (1)      Performance was consistently below expectations, and/or has not made reasonable progress toward goals. Significant improvement is needed in one or more essential areas of responsibility. A development plan to correct performance, with timelines, must be attached to this review.  


PART 1 - REVIEW OF JOB DESCRIPTION LISTING KEY AREAS OF RESPONSIBILITY

_____ (initials) Supervisor: I confirm that I have reviewed the employee’s current job description that is being used for this evaluation period.  A current or updated copy of the job description must be attached to this evaluation. 

_____ (initials) Employee:   I confirm that I have reviewed the attached current job description that is being used for this evaluation period.



PART 2 -  ASSESSMENT OF TOP ACCOMPLISHMENTS AND CONTRIBUTIONS

Step 1 - Employee: 	Use the section below to prepare a self-assessment of your top 3 or 4 value-added accomplishments and contributions over this review period (e.g., goals accomplished, problems solved, and value-added program changes).  If applicable, include how these achievements align with the goals/objectives outlined in your prior performance evaluation.

     

Step 2 - Supervisor:	Provide feedback and additional comments on employee’s value-added accomplishments, contributions, and previous performance evaluation goal(s) achieved or progress status.

     


PART 3 - COMPETENCIES AND ACHIEVEMENTS

Step 1 - Employee:  	As part of the employee’s self-assessment, employees may provide comments to support their accomplishments or contributions in each of the performance categories below.   
Step 2 - Supervisor:	Describe and rate the employee’s contributions in each of the performance categories below.  Illustrate specific, detailed examples from the review period.  Any rating above or below Solid Performance must be supported by narrative comments and examples. 


A. COMMUNICATION
Shares and receives information with co-workers, supervisors, faculty, other staff, students, and other community stakeholders using tact and diplomacy in clear verbal, written, and interpersonal communication skills.  

1. Employee Comments:
[bookmark: Text30]     

	
2a.	Supervisor Comments:
     


2b.	Supervisor Rating:  


B. DIVERSITY AND INCLUSION
Models and promotes fairness, respect, inclusiveness, empathy, integrity, and ethical conduct.  Fosters a climate and culture in which each person is accepted and has the opportunity to grow and develop.  Practices behaviors that promote diversity and inclusion in dealings with and on behalf of the University, consistent with laws, regulations, UC policies and UC Irvine Principles of Community.  Advocates for and demonstrates an understanding of the value of differences that promote and sustain a diverse community. Supports UCI Diversity efforts and programs.

1. Employee Comments:
     

	
2a.	Supervisor Comments:
     


2b.	Supervisor Rating:  


C. EMPLOYEE ENGAGEMENT
Demonstrates commitment to the job, colleagues, the University and its mission by acting in ways that further the accomplishment of its goals.  Meets attendance expectations.  Holds self and others accountable for meeting commitments.  Creates and supports a climate in which people can do their best. Invites input from others and shares ownership and recognition. Demonstrates enthusiasm for capturing new opportunities in the face of change or challenges. Encourages and supports discretionary efforts to maximize one’s own and others’ contributions. Aligns work with personal talents, passion and the ethical values of UC - Integrity, Excellence, Accountability and Respect.

1. Employee Comments:
     

	
2a.	Supervisor Comments:
     


2b.	Supervisor Rating:  


D. INNOVATION AND CHANGE MANAGEMENT
Uses personal knowledge and professional experience to anticipate change, capitalize on opportunities and develop innovating options that further the organization’s goals.  Actively seeks ways to streamline processes.  Open to new ideas and approaches. Takes initiative and is flexible/adaptable. 

1. Employee Comments:
     

	
2a.	Supervisor Comments:
     


2b.	Supervisor Rating:  


E. JOB MASTERY 
Demonstrates technical competence and job knowledge to do the job. Applies background, technical knowledge, education, prior job experiences, and tools of the job to current and new job situations. Analyzes problems, provides suggestions for work improvement. Uses accuracy/precision, thoroughness/neatness, reliability, and appropriate judgment in decision making to complete work.

1. Employee Comments:
     

	
2a.	Supervisor Comments:
     


2b.	Supervisor Rating:  


F. CONTINUOUS LEARNING
Demonstrates responsibility for own career path and continuous learning, continually striving to upgrade the depth and breadth of technical and professional skills.

1. Employee Comments:
     

	
2a.	Supervisor Comments:
     


2b.	Supervisor Rating:  


G. RESOURCE MANAGEMENT 
Demonstrates integrity, accountability and efficient stewardship of university resources in a manner consistent with the UC Standards of Ethical Conduct and other policies.  Embraces and promotes university ethical values and standards when managing and using resources. Models the use of sound judgment and accountability using University resources. Raises awareness with others and manages risks responsibly in compliance with university policies and controls.

1. Employee Comments:
     

	
2a.	Supervisor Comments:
     


2b.	Supervisor Rating:  


H. RESULTS ORIENTATION AND EXECUTION
Demonstrates the ability to analyze situations or problems using facts, data, and objective analysis; makes timely and sound decisions; prioritizes and constructs organized plans; and achieve optimal results to complete all required work on schedule.  Follows instructions.

1. Employee Comments:
     

	
2a.	Supervisor Comments:
     


2b.	Supervisor Rating:  


I. SERVICE FOCUS
Values and delivers high quality, professional, responsive and innovative service.  Provides timely, reliable, and effective follow-through and follow-up.

1. Employee Comments:
     

	
2a.	Supervisor Comments:
     


2b.	Supervisor Rating:  


J. TEAMWORK AND COLLABORATION
Collaborates with colleagues and partners in order to achieve results in alignment with the operations and mission of the University of California.  Contributes and participates in team projects and efforts. Displays commitment to team success.

1. Employee Comments:
     

	
2a.	Supervisor Comments:
     


2b.	Supervisor Rating:  


K. WORKPLACE HEALTH AND SAFETY
Takes responsibility for own and others’ health and safety in the workplace. 

Required Criteria:
· Awareness and completion of all required safety training related to job duties (current/not expired)
· Awareness and consistently follows proper safety procedures and use of safety equipment
· Takes responsibility for workplace safety and environment 

1. Employee Comments:
     

	
2a.	Supervisor Comments:
     


2b.	Supervisor Rating:  

· Solid Performance      -  Must meet all 3 required criteria
· Improvement Needed -  A development plan to improve performance with timelines for
                                         improvement must be attached to this review.




PART 4 - FUTURE PERFORMANCE GOALS

Supervisor: 	List the performance goals for the next period to be evaluated and discuss with employee. Individual goals and objectives should align with those of the department and the University.  May attach additional documents.

Goals should be SMART:
Specific	Specifically define what you expect the employee to do/deliver.  Avoid generalities and use action verbs as much as possible.
Measurable	Identify how you will measure success – usually stated in terms of quantity, quality, timeliness or cost (e.g. increase by 25%).
Achievable	Make sure that accomplishing the goal is within the employee’s realm of authority and capabilities.  Can the employee successfully complete this goal with the skills, resources and time available to them?  Are there factors beyond their control that need to be considered?
Relevant	Where appropriate, link the goal to a higher-level departmental or organizational goal, and ensure that the employee understands how their goal and actions contribute to the attainment of the higher level goal.  This gives the employee a context for their work.
Time-Based	Specify when the goal needs to be completed (for example, by the 15th of each month, within 90 days, etc.).

[bookmark: Text35]1.      
Measure of success:        
Time / Date to Complete:       
2.      
Measure of success:        
Time / Date to Complete:       
3.      
Measure of success:        
Time / Date to Complete:       
Add additional goals here





PART 5 - PROFESSIONAL DEVELOPMENT GOALS

Supervisor: 	Enter professional development goals for the employee to work on during the next review period.  These can include education, training, growth assignments and/or participation in professional organizations.  Each employee should have at least one major development goal.  A good development goal is reasonable given employee workload and includes specific activities and dates.  
     



PART 6 – OVERALL PERFORMANCE RATING
 
Supervisor:  	Rate the employee’s overall performance and accomplishments toward goals achieved during the review period.  Take into consideration all rated factors.   An overall rating above or below Solid Performance must be supported by narrative comments.

[bookmark: Dropdown1]Rating:  

     
Supervisor Comments:

     
Department Head or Designee Comments (Optional):



PART 7 – EMPLOYEE COMMENTS

Employee:	The employee may add his or her own comments to accompany the performance evaluation form.
May attach additional documents.
     



PART 8 – EMPLOYEE AND DEPARTMENT SIGNATURES


	
Employee:  Your signature indicates neither agreement nor disagreement with this evaluation. It indicates you have read the evaluation and that it has been discussed with you.



________________________________      ________
Signature 			                       Date

	
Supervisor 						

________________________________      ________
Signature 			                       Date


	
	
Department Head or Designee       


________________________________      ________
Signature 			                       Date
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