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	I. EMPLOYEE INFORMATION


	
Name:
	Click here to enter text.	
Date of review:
	Click here to enter text.
	
Department:
	Click here to enter text.	
Review Type:
	Click here to enter text.
	
Position Title:
	Click here to enter text.	

	(Annual, Probationary or Other)

	


	
Review Period
	Click here to enter text.	
Through
	Click here to enter text.	


	


	

	
II. PERFORMANCE APPRAISAL PURPOSE 
The performance appraisal provides an annual written review of individual performance, in the context of the ongoing performance management process. It is designed to facilitate constructive discussion between the employee and supervisor in order to clarify performance objectives, provide feedback about the employee’s performance with respect to skills and behaviors, provide a framework for identifying employee development plans, and to serve as a basis for merit increase decisions.  Supervisors are responsible for completing the annual performance appraisal as part of the performance management process.  


	

	
III. PERFORMANCE FACTORS (for all employees)
Please carefully review the employee’s performance during the past appraisal period and provide supporting comments and examples for each performance area.  The performance appraisal should indicate the quality of performance and areas which may require further training and professional development.  


	Job Responsibilities:  Identify three or four major responsibilities or goals that the employee is responsible for in accomplishing the job.  The major responsibilities typically reflect duties described in the job description and/or performance goals.  Evaluate the execution of specialized knowledge as outlined in the job description.  Specialized knowledge is the knowledge of and/or skill in a particular field (e.g., marketing, engineering, etc.) or trade (e.g., electrician, housekeeping, etc.).  Evaluate the ability to apply that knowledge and/or skill to the job.  

	1) Click here to enter text.   
Comments: Click here to enter text. 
 


	2) Click here to enter text.   
Comments: Click here to enter text. 



	3) Click here to enter text.   
Comments: Click here to enter text. 



	4) Click here to enter text.   
Comments: Click here to enter text. 


	Planning, Organizing, and Accountability: Consider the degree to which the employee prioritizes, plans, and organizes tasks; creates and follows action plans; organizes and uses resources effectively and efficiently; completes tasks on time; manages time and multi-tasks effectively; refrains from making excuses and takes full responsibility for own actions; accepts responsibility for mistakes; can be counted on to do what he/she says is going to be done; and holds self and others accountable for keeping commitments.

	Comments: Click here to enter text.




	Initiative, Problem Solving, and Decision Making: Consider the degree to which the employee willingly assumes new responsibilities; actively attempts to influence events to achieve goals; acts on opportunities and originates action; demonstrates independent action and resourcefulness; performs duties in an acceptable manner and with minimal supervision; identifies a problem, obstacle or opportunity and takes action to address it; analyzes problems effectively and formulates solutions; follows up to ensure problems are resolved; demonstrates consistent logic, rationality, and objectivity in decision making; achieves appropriate balance between quick and more thorough decision making approaches; shows common sense; and anticipates consequences of decisions. 

	Comments: Click here to enter text.




	Communication, Teamwork, and Collaboration:  Consider the degree to which the employee conveys information and ideas effectively both orally and in writing; presents ideas in an organized, clear, and concise manner; keeps others adequately informed; responds to others with tact, diplomacy, and composure; listens well; utilizes appropriate gestures, tone, grammar, format, and materials; cooperates with others toward achievement of common goals; seeks consensus and win-win solutions to problems/conflicts; actively contributes and fully participates in team initiatives; puts success of the team above one’s own interests; builds and maintains constructive work relationships with co-workers, supervisors, and customers; shares information and resources with others to promote positive and collaborative work relationships; and supports diversity initiatives by demonstrating respect for all individuals.

	Comments: Click here to enter text.	




	Customer Service:  Consider the degree to which the employee responds to the needs of internal and/or external customers in a timely and courteous manner; shows a sense of urgency; asks appropriate questions to understand and satisfy customer needs; handles customer conflicts effectively and follows through to ensure resolution; is dedicated to meeting the expectations and requirements of customers; acts with customers in mind; establishes and maintains effective relationships with customers; and goes above and beyond to anticipate customer needs and responds accordingly.

	Comments: Click here to enter text.




	Support of the Mission of Marquette:  Describe how the employee’s work facilitates the department’s mission and supports the mission of Marquette in fostering personal and professional excellence, a promotion of a life of faith, and the development of leadership expressed in service to others.  Consider the degree to which the individual contributes to building a community with a climate of openness and inclusiveness and displays behaviors that respect and value individual differences.   Provide any examples of how the employee values, supports, and models department and institutional mission objectives.

	Comments: Click here to enter text.




	Attendance and Punctuality: Consider the degree to which attendance and punctuality standards are met.

	Comments: Click here to enter text.


	




	IV. MANAGEMENT PERFORMANCE FACTORS (For employees that supervise other employees/areas only.) 
The following section should also be completed for employees that supervise others or manage a functional area of the university. Evaluate performance relating to each of the managerial categories.


	Leadership: Consider the degree to which the supervisor motivates and encourages employees to achieve success; effectively facilitates the work of employees, which may mean providing essential information, creating efficient work structures or processes, and securing necessary resources; inspires confidence in people and creates a positive working environment and understanding of purpose; creates a mission and vision aligned environment; drives for results and successes; steps forward to address difficult issues and puts self on the line to deal with important problems; stands firm when necessary; challenges the status quo and champions new initiatives; acts as a catalyst of change and leads effectively through change; seeks appropriate feedback; fosters open, honest, two-way employee communication; encourages employee involvement; establishes and clearly communicates priorities; and serves as role model for employees in both words and actions. 

	Comments: Click here to enter text.



	Performance Management:  Consider the degree to which the supervisor establishes long and short term department goals and ensures standards are met or exceeded; sets challenging goals for employees and assigns tasks appropriately; holds employees accountable for actions; sets clear employee expectations; ensures feedback and addresses performance issues in a timely manner; delegates effectively; provides constructive feedback when appropriate; conducts thorough and timely performance reviews; equitably recognizes and acknowledges good performance; coaches to close performance gaps; and develops employees’ skills and encourages professional growth.

	Comments: Click here to enter text.



	Resource Management: Consider the degree to which the supervisor establishes realistic budgets; develops and retains talented people; effectively allocates funds, equipment, time and human resources for the highest return; ensures work is completed within specified time and quality parameters; provides sufficient authority and resources to support employees and enable employees to act independently. 

	Comments: Click here to enter text.



	Strategic Thinking: Consider the degree to which the supervisor shows understanding of issues relevant to the entire university; keeps that knowledge up to date and has and uses cross functional knowledge; maintains long-term focus; develops project plans, including timelines and checkpoints; and understands trends impacting higher education. 

	Comments: Click here to enter text.



	Adaptability and Composure:  Consider the degree to which the supervisor adapts to changes; changes strategy in response to new information; and responds appropriately without having all parameters defined.

	Comments: Click here to enter text.



	Process Improvement:  Consider the degree to which the supervisor looks for and makes changes to the way work is performed to improve effectiveness and efficiency; makes recommendations on ways that processes can be improved to reduce errors; and increases productivity and quality of work.

	Comments: Click here to enter text.



	Influence:  Consider the degree to which the supervisor uses appropriate interpersonal styles and methods of communication to gain agreement or acceptance of a plan of action; is effective in building constructive relationships; uses tact and interacts with others in an open, welcoming manner; and encourages collaboration.  

	Comments: Click here to enter text.



	V. OVERALL PERFORMANCE RATING (for all employees)
The overall performance rating is assigned to indicate the level at which the employee has performed during the entire assessment period.  Assign an overall performance rating and then provide comments in support of the rating.

	Rating
	Performance Definitions

	5
	Exceptional – Performance at this level is clearly unique and far in excess of established expectations.  The employee consistently exceeds expectations in the outcomes achieved in work quality, quantity and timeliness.  The employee exhibits leadership among peers in all dimensions of the field work performed.

	4
	Exceeds Expectations – Performance at this level often exceeds established expectations and standards of work quality, quantity and timeliness.  The employee exhibits mastery of most dimensions of the field of work performed.

	3
	Meets Expectations – Performance at this level meets established expectations and standards for work quality, quantity and timeliness.  The employee competently achieves the requirements of the position.

	2
	Needs Improvement – Performance at this level is below the level expected of an employee in the position.  Improvement is required in significant dimensions of the job in order to meet the expectations and standards for work quality, quantity and timeliness.

	1
	Unsatisfactory – Performance at this level is unacceptable.  The employee often fails to achieve basic requirements of the position and has exhibited little or no improvement in job performance.  The employee performing at this level should not be continued in this position; or where extenuating circumstances exist, should be retained only upon significant improvements within a fixed period of time to be defined by the University.

	Rating: Click here to enter text. 

	Comments: Click here to enter text.

	
VI. GOALS, OBJECTIVES AND PERFORMANCE EXPECTATIONS (for all employees)
Objectives to be met by employee in the upcoming year:

	
1. Click here to enter text.
	
Click here to enter text.



	
2. Click here to enter text.
	
Click here to enter text.



	
3. Click here to enter text.
	
Click here to enter text.



	
4. Click here to enter text.

	
Click here to enter text.



	
VII. DEVELOPMENT PLAN (for all employees)
With the employee's assistance, outline development goals.  Identify training, academic classes, or professional development opportunities that would benefit the employee in the next year.  Indicate how you will work to support the development plans of the employee.      

	
Click here to enter text.




	

I have discussed this review with the employee.                                                 
                                                                                                         ___________________________________          ____________
                                                                                                         Signature of person completing review                  Date

	
VIII. EMPLOYEE ACKNOWLEDGMENT 

	
Comments:  Click here to enter text.















	
My signature acknowledges receipt of this review.	
                                                                                       _____________________________       ____________
               Employee signature                                              Date

	
IX. DEPARTMENT HEAD OR AUTHORIZED REPRESENTATIVE COMMENTS

	
Comments: Click here to enter text. 










	


                                                                                _____________________________     ____________
Signature of department head or VP                  Date


	
Original to Human Resources				    Copies to Department and Employee
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