Trinity University Performance Evaluation
	NAME  Enter employee name here

JOB TITLE/DEPT:  Enter employee job title/department here

DATE:  Enter date

REVIEWING SUPERVISOR: Enter your name here

	The performance evaluation is intended to facilitate meaningful communication between an employee and his/her supervisor regarding the employee’s work assignments, the supervisor’s performance expectations, individual and departmental goals, and the employee/supervisor relationship.  It is also intended to improve the employee’s effectiveness and competency by identifying both strengths and possible areas for improvement.  It is important that the supervisor make constructive comments aimed at helping the employee, and that both parties have a shared understanding of the standards used by the supervisor, as well as his/her expectations.  EACH EMPLOYEE SHOULD BE EVALUATED ON THE FACTORS BELOW THAT ARE RELEVANT AND APPLICABLE TO HIS/HER POSITION, BUT AT LEAST FIVE (5) FACTORS MUST BE COMPLETED.


	OUTSTANDING:
Consistently exceeds expectations and requirements.  Truly outstanding.  (5)
	HIGHLY EFFECTIVE:
Consistently meets and frequently exceeds job requirements.  (4)
	EFFECTIVE/SATISFACTORY:
Meets all job requirements.  This is the expected level of performance for all employees.  (3)
	NEEDS IMPROVEMENT: Inconsistent in meeting job requirements.  Meets some requirements and minimally meets others.   (2)
	UNSATISFACTORY: Does not meet job requirements.  Immediate and significant improvement required or employment in possible jeopardy.   (1)


	FACTOR DOES NOT APPLY TO THIS JOB

(N/A)


	RATING FACTOR:
	RATING
	COMMENTS/EXPLANATION FOR RATING:

	TEAMWORK – Consider how well the employee gets along with other individuals in the performance of job duties; Consider effectiveness of relations and cooperation with co-workers, subordinates (if applicable), and supervisor, other campus departments and the general University community.
	     
	     

	COMMUNICATION - (Oral and written) Consider employee’s effectiveness in communicating general and specific information in an accurate manner and on a timely basis; Consider employee’s effectiveness in keeping supervisor and subordinates (if applicable) informed in an objective and timely manner.
	     
	     

	LEADERSHIP – Consider employee’s demonstrated ability to motivate others to assist in achievement of job, departmental and campus goals and objectives; Consider ability to effectively delegate, define responsibilities and set priorities.
	     
	     

	DECISION MAKING/PROBLEM SOLVING – Consider employee’s demonstrated ability to analyze problems and make decisions effectively in support of departmental and institutional objectives.  Consider soundness of judgment.
	     
	     

	ETHICS/CONCERN FOR OTHERS – Consider extent to which employee exhibits tact and diplomacy; inspires a high trust level; acts decisively and fairly in dealing with job-related concerns; uses authority properly; practices & promotes values of the university.
	     
	     


	FISCAL RESPONSIBILITY/ECONOMY – Consider employee’s effective use of resources, controlling of costs, adherence to budgetary guidelines, and (if applicable) cash handling and fiscal policies/procedures.
	     
	     

	TECHNICAL KNOWLEDGE/JOB KNOWLEDGE – Consider the degree of understanding of job requirements; knowledge and technical skills of own and related jobs; and the degree to which employee remains informed of current developments, events, and advances in area.
	     
	     

	ACCOUNTABILITY – Consider how consistently employee accepts all responsibility of job; consider how well employee follows through to meet schedules/deadlines/goals with minimum supervision.
	     
	     

	INITIATIVE – Consider the degree to which the employee is self-starting and takes appropriate independent action when necessary; Consider the employee’s willingness to contribute new ideas or methods, and the degree to which he/she actively seeks increased job productivity.
	     
	     

	QUALITY OF WORK – Consider the accuracy and thoroughness exhibited in performance of job responsibilities.
	     
	     

	QUANTITY OF WORK – Consider the volume of work regularly produced, and consistency of output and speed.
	     
	     

	SAFETY AND SECURITY – Consider employee’s knowledge of applicable safety/security policies, practices and procedures, and extent to which employee follows and correctly applies those policies/practices/procedures.
	     
	     

	FLEXIBILITY – Consider the employee’s willingness to adapt to change, and ability to balance multiple tasks and priorities.
	     
	     

	RELIABILITY – Consider the dependability and conscientiousness of the employee; Consider the employee’s punctuality, and the extent to which he/she correctly uses vacation and sick leave.
	     
	     

	REPRESENTATION AND SERVICE – Consider employee’s professionalism, enthusiasm and interest regarding position responsibilities; Consider whether the employee displays an attitude that promotes a positive image of the department and the University.
	     
	     


OVERALL EVALUATION:  The overall evaluation should reflect an assessment of the employee’s total performance, based upon the factors above.  In making the assessment, consider the relative or weighted importance of each factor to the overall job.

 FORMCHECKBOX 

OUTSTANDING – Truly exceptional and superior; employee consistently goes above and beyond job expectations; unlikely to find a better performer and/or fit for the position.

 FORMCHECKBOX 

HIGHLY EFFECTIVE –  Better than satisfactory; employee regularly performs job duties efficiently and thoroughly; employee considered to be among the better individuals to do the job.

 FORMCHECKBOX 

EFFECTIVE/SATISFACTORY – Very adequate; employee fulfills expectations of job and is cooperative.

 FORMCHECKBOX 

NEEDS IMPROVEMENT – Some duties are performed satisfactorily, but areas of improvement are needed.

 FORMCHECKBOX 

UNSATISFACTORY – Employee has failed to demonstrate consistently the ability or willingness to do the job adequately.  Without significant improvement, employment  should not be continued.


EVALUATOR'S COMMENTS: (e.g., comments regarding employee’s overall  performance level, achievements and strengths, future performance expectations/goals, areas requiring  improvement, actions employee can take to improve and/or sustain performance, etc.)

	Enter Evaluator Comments here


EMPLOYEE COMMENTS: (e.g., comments regarding the performance evaluation, job, supervisor, and general comments about working at Trinity University).

	Enter Employee Comments here


__________________________________________



____________________



Supervisor/Evaluator Signature




                             
 Date



My signature indicates that my performance evaluation has been discussed with me by my supervisor (not that I agree or disagree with the evaluation).

_________________________________________





____________________

Employee Signature








Date

*EVALUATOR:     FORWARD COMPLETED EVALUATION TO YOUR SUPERVISOR AND VICE PRESIDENT.

REVIEWED : 





(SUPERVISOR)

REVIEWED :     





(VICE PRESIDENT)

*VICE PRESIDENT’S OFFICE:    AFTER REVIEW, PLEASE FORWARD EVALUATION TO HUMAN RESOURCES OFFICE.
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