Southern Oregon University

Performance Review for Classified and Administrators


This form is used to guide the performance review discussion between an employee and the employee’s supervisor based on job duties and key competency areas.  It is an opportunity to identify the employee’s accomplishments and successes, as well as areas in which the employee needs to focus attention to achieve success or develop further.  The employee’s position description, feedback from co-workers, notes from meetings with the employee and other relevant documents are resources for guiding the discussion.  If an employee has completed a self-assessment form, it should be included in the discussion. Use of the self-assessment form is optional and is intended to help an employee prepare for and participate in the performance review process.  



Instructions
Section 1 contains general information about the employee and the review period.  

Section 2  used to evaluate performance of job duties contained in the employee’s Position Description.
Section 3 has a flexible format and does not restrict the length of comments. Supervisors may modify this form based on the specific service and performance standards for the department or the employee’s position.  However, it is important that there are enough details and specific to provide clear and objective feedback to the employee. In completing Section 2, checking a performance level for each general category is optional.  (See Section 6 for definitions.)
Section 4 guides the employee and supervisor in defining what the employee can do to address areas needing attention or development described in Section 2.  

Section 5  the employee and supervisor develop individual goals that support career and job growth, and job-related goals that serve the department and/or University’s mission and goals.  

Section 6 is for the supervisor’s or next level supervisor’s additional comments.  

Section 7 summarizes an employee’s overall performance level and is required.
Section 8 is for the employee’s comments.

Section 9 is for signatures.

The Performance Review is a means of documenting the discussion and is filed in an employee’s official personnel file located in the Office of Human Resource Services.  The employee may request to have the self-assessment form filed in the employee’s official personnel file. The review should be prepared by the immediate supervisor and kept confidential as a courtesy to the employee.


Section 1. General Information

	Employee’s Name:
	      
	Date Prepared:
	      

	

	Position Title:
	      

	

	Department:
	      
	Division:
	      

	

	Supervisor’s Name and Title:
	      

	

	Review Period:
	From:
	      
	 To:
	      

	

	Appraisal for:    
	 FORMCHECKBOX 
 Annual Review         FORMCHECKBOX 
 Trial Service          FORMCHECKBOX 
 Other     
	     


Section 2. Evaluation of Job Duties

	Percentage
     
	Job Duty:       


	
	Accomplishments and Successes:       

	
	Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
Exceeds Requirements                                     FORMCHECKBOX 
 Meets Requirements                         FORMCHECKBOX 
 Does Not Meet Requirements


	Percentage
     
	Job Duty:      


	
	Accomplishments and Successes:      

	
	Areas Needing Attention:      


	Performance Level: (Optional)  

  FORMCHECKBOX 
Exceeds Requirements                                     FORMCHECKBOX 
 Meets Requirements                         FORMCHECKBOX 
 Does Not Meet Requirements

	Percentage
     
	Job Duty:      


	
	Accomplishments and Successes:      

	
	Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                                     FORMCHECKBOX 
 Meets Requirements                         FORMCHECKBOX 
 Does Not Meet Requirements

	Percentage
     
	Job Duty:      


	
	Accomplishments and Successes:      

	
	Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                                     FORMCHECKBOX 
 Meets Requirements                         FORMCHECKBOX 
 Does Not Meet Requirements

	Percentage
     
	Job Duties:      

	
	Accomplishments and Successes:      

	
	Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                                     FORMCHECKBOX 
 Meets Requirements                         FORMCHECKBOX 
 Does Not Meet Requirements

	Percentage
     
	Job Duty:


	
	Accomplishments and Successes:      

	
	Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                                     FORMCHECKBOX 
 Meets Requirements                         FORMCHECKBOX 
 Does Not Meet Requirements

	Percentage

	Job Duty:      


	
	Accomplishments and Successes:       

	
	Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                                     FORMCHECKBOX 
 Meets Requirements                         FORMCHECKBOX 
 Does Not Meet Requirements


Section 3. Key Competency Areas. (Complete all KCA that apply. Checking a performance level is optional.)
	COMMUNICATION: effectively communicates through spoken and/or written expression, uses listening and conflict management skills, uses effective communication in email and meetings.


	Accomplishments and Successes:      

	Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                           FORMCHECKBOX 
 Meets Requirements                            FORMCHECKBOX 
 Does Not Meet Requirements


	CUSTOMER SERVICE: anticipates customer needs, responds in courteous and timely manner, has a positive attitude, uses effective listening skills with customers. 


	Accomplishments and Successes:      

	Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                        FORMCHECKBOX 
 Meets Requirements                                      FORMCHECKBOX 
 Does Not Meet Requirements   


	ATTITUDE:  shows enthusiasm and flexibility, is dependable and cooperative, takes initiative to understand required work assignments, proactively resolve issues, acknowledges mistakes without blaming others.


	Accomplishments and Successes:      

	Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                        FORMCHECKBOX 
 Meets Requirements                                      FORMCHECKBOX 
 Does Not Meet Requirements   


	TEAMWORK: develops strong working relationships, is cooperative, is committed to department and institutional goals, resolves issues constructively. 

	Accomplishments and Successes:      

	Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                        FORMCHECKBOX 
 Meets Requirements                                      FORMCHECKBOX 
 Does Not Meet Requirements   


	WORK ETHIC: attendance, punctuality, work is accurate and of high quality; adheres to policies, procedures and practices.

	Accomplishments and Successes:      

	 FORMCHECKBOX 
Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                        FORMCHECKBOX 
 Meets Requirements                                      FORMCHECKBOX 
 Does Not Meet Requirements   


	PRODUCTIVITY: ability to prioritize and finish tasks on time, well organized,  uses time efficiently, detail oriented, follows through, able to make sound decisions with a degree of independence.

	Accomplishments and Successes:      

	Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                        FORMCHECKBOX 
 Meets Requirements                                      FORMCHECKBOX 
 Does Not Meet Requirements   


	PROBLEM SOLVING/ANALYTICAL SKILLS: successfully identifies problems associated with work assignments; analyzes cause and effect in developing/implementing recommendations.

	Accomplishments and Successes:      

	Areas Needing Attention:       


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                        FORMCHECKBOX 
 Meets Requirements                                      FORMCHECKBOX 
 Does Not Meet Requirements   

	JOB SKILLS/APPLICATION OF TECHNOLOGY: demonstrates technical skills related to work responsibilities, has knowledge of work equipment, tools or software applications.

	Accomplishments and Successes:       

	Areas Needing Attention:       


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                        FORMCHECKBOX 
 Meets Requirements                                      FORMCHECKBOX 
 Does Not Meet Requirements   

	COMMITMENT TO VISION, MISSION AND VALUES: supports the SOU mission, vision and values; is supportive of diversity and SOU’s commitment of an inclusive campus community dedicated to student success, intellectual growth, and responsible global citizenship.

	Accomplishments and Successes:       

	Areas Needing Attention:       


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                        FORMCHECKBOX 
 Meets Requirements                                      FORMCHECKBOX 
 Does Not Meet Requirements   

	SUPERVISORY RESPONSIBILITIES (Complete for positions with supervisory responsibilities) supervisor demonstrates a commitment to diversity and Affirmative Action in making employment-related decisions (e.g. hiring, promotion, etc.); maintains up to date position descriptions and conducts an annual performance review with employees; consistently applies University policies; promotes a safe and healthy work environment; provides leadership to team and is well respected by employees.

	Accomplishments and Successes:      

	Areas Needing Attention:      


	Performance Level: (Optional)  

 FORMCHECKBOX 
 Exceeds Requirements                        FORMCHECKBOX 
 Meets Requirements                                      FORMCHECKBOX 
 Does Not Meet Requirements   


Section 4.  Development Plan. In this section describe specific actions, available internal and external resources for help, and time frames that will guide the employee in addressing areas needing attention or areas for development identified in Section 2.  

	     


Section 5.  Goals. Describe specific job related goals, projects and key areas of focus for the next review period. Goals should support the department and/or University’s mission and goals.
	1.      

	2.     

	3.      

	4.     


Section 6. Supervisor’s Additional Comments
	     


Section 7.  Summary of the Employee’s Overall Performance. Check one of the following categories or write a statement in the space provided that best describes the employee’s overall performance of duties and responsibilities and, if applicable, progress towards accomplishing goals.
 FORMCHECKBOX 
 
Exceeds Requirements - consistently exceeds all performance expectations and produces expected accomplishments in all areas of responsibility; meets difficult challenges; demonstrates sound judgment and decision-making abilities.
 FORMCHECKBOX 
 
Meets Requirements - consistently meets and may occasionally exceed performance standards; fully qualified to perform job duties in a reliable and professional manner with the appropriate amount of direction.
 FORMCHECKBOX 
 
Does Not Meet Performance - has not met performance standards and demonstrates unsatisfactory performance that needs immediate improvement or further development.  A Performance Plan should be developed to improve performance.

Or

Performance Summary Statement
	     


Section 8. Employee’s Comments

	     


Section 9. Signatures

Employee’s Signature







Date
Supervisor’s Signature







Date

Dean/Director/Department Head’s Signature (Optional)



Date
Human Resources Review






Date
Signature by the employee does not indicate agreement with this review, but acknowledges that the employee discussed it with his or her supervisor and read the written Performance Review. The employee may submit a self-assessment form for inclusion in the employee’s official personnel file.


Performance Review
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