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Employee Performance Review – Salaried Exempt Staff

Name  
     
Job Title      
Dept       
Review Type: 
 FORMCHECKBOX 
   Annual 
 FORMCHECKBOX 
   6-Month Introductory Period



	Ratings Definitions 

Exceeds Expectations*
Regularly exceeds the requirements and expectations for the position. 
Meets Expectations
This is an acceptable level of performance. Meets requirements of the job. 

Below Expectations*
Below average or unsatisfactory performance. Improvement needed. 
Not Applicable:
Not applicable to job.

* Cite specific examples in the Comments sections.
	Exceeds 
	Meets 
	Below
	N/A

	KEY COMPETENCIES
	
	
	
	

	1.
Professional Knowledge & Expertise 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Technical Competence 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Judgment, Problem-Solving, Decision Making
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Initiative 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
Planning & Organization
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
Project Management
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
Leadership
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
Fiscal Accountability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Supervisor’s Comments

     

	
	
	
	

	work habits
	
	
	
	

	1.
Attendance and Dependability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2
Meets Deadlines
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Complies with Department/Division/College Policies
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Follows Rules, Laws and Regulations.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Supervisor’s Comments

     

	
	
	
	


	Ratings Definitions 

Exceeds Expectations*
Regularly exceeds the requirements and expectations for the position. 
Meets Expectations
This is an acceptable level of performance. Meets requirements of the job. 

Below Expectations*
Below average or unsatisfactory performance. Improvement needed. 
Not Applicable:
Not applicable to job.

* Cite specific examples in the Comments sections.
	Exceeds 
	Meets 
	Below
	N/A

	work attitudes
	
	
	
	

	1.
Endeavors to Improve Work Techniques
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.

Accepts New Ideas and Procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.

Accepts Constructive Criticism and Suggestions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.

Accepts responsibility
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.

Demonstrates Flexibility and Adaptability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.

Participates in professional development activities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.

Observes Established Lines of Authority/Channels of Communication
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.

Initiates /Collaborates in Continuous Quality Improvements 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Supervisor’s Comments

     

	
	
	
	

	relationships with others
	
	
	
	

	1.
Fosters a Positive, Respectful Work Environment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Promotes Teamwork and Cooperation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Communication skills (verbal, written)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Supervisor’s Comments

     

	
	
	
	





II. Overall Evaluation, Accomplishments & Goals 
A.
 Overall Evaluation
 FORMCHECKBOX 
 Excellent - Exceeds expectations
 FORMCHECKBOX 
 Good – Regularly meets expectations 

 FORMCHECKBOX 
 Fair - Needs improvement

 FORMCHECKBOX 
 Unsatisfactory – Deficiencies must be corrected 

B.
Accomplishments/Goals Met During Past Fiscal Year

1.      
2.
     
3.      
C.
Goals for the Coming Fiscal Year

1.      
2.
     
3.      
D. 
Professional/Career Development Goals for the Coming Year  

1.      
2.
     
3.      

Employee’s Comments: Optional (Comments may be attached)

     

Supervisor’s Recommendation:

 FORMCHECKBOX 
 Retain (Introductory Period)
 FORMCHECKBOX 
 Dismiss (6-Month Evaluation Period)



 FORMCHECKBOX 
 Merit



 FORMCHECKBOX 
 Recognition Award

 FORMCHECKBOX 
 No Action Required


Signatures

_______________________________________________________________________________________________

Employee’s Signature
Date
(Does Not Imply Agreement or Disagreement with Evaluation)

_____________________________________________________________________________

Supervisor’s Signature
Date




( Please return the Performance Review Form to Human Resources
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