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Staff Merit Performance Evaluation Program (2008-2009)
	Name:
	
	Title:
	

	

	Length of Time in This Position:
	
	Department:
	
	Date:
	


This form is to annually document staff merit performance.  Supporting documentation should be retained by the department and Human Resources and a completed and signed copy should be given to the employee.
INSTRUCTIONS
1.  Review critical performance factors and assign a rating of 0 to 4 using the rating definitions below as a guide.

2.  If ratings of 0 or 4 are used, written justification must be provided using the attached Comments/Performance Plan/Goals Form.
3.  After all critical performance factors have been given a rating, add all scores and note a rating point total.
4.  Discuss additional employee strengths and weaknesses and note overall comments on attached form.

5.  Discuss any (internal/external) barriers to effective job performance and include in employee Performance Plan as appropriate.

6.  Discuss employee’s feedback and constructive suggestions.
7.  Establish individual goals directly related to the employee’s performance and job responsibilities for the coming year.  Satisfactory     completion will result in a Critical Performance Factor’s Annual Goals score in the next annual evaluation. 


Staff Merit Performance Evaluation Program Rating Guide

 
Fails To Meet


(0)
Performance or work-related behavior relative to standards (or requirements) is clearly unacceptable. Work performance/behavior is inadequate and definitely inferior to the standards for the position. Performance is consistently deficient. The employee shows either an unwillingness or inability to improve. The employee's performance or behavior adversely impacts the effectiveness of the academic/administrative department. Definite and immediate improvement must occur.
 
Below Expectations

(1)
Performance or work-related behavior compared to standards (or requirements) is less than that expected of a proven, competent employee. Performance or behavior is distinctly limited due to lack of interest, inadequate motivation, or insufficient knowledge of the job. Performance is below that expected of someone in his or her grade level. Work falls short of acceptable level for time in job and requirements of job. Job performance or behavior is inconsistent or inadequate. Can usually be expected to perform his or her duties, although effectiveness is below standards. Improvement is needed.
 
Meets Expectations 

(2)
Performance or work-related behavior relative to standards (or requirements) is of the quality that is expected of a competent employee. Meets the expectations or standards of the job. Performance or behavior is adequate. Usually demonstrates a willingness and ability to meet an acceptable level of performance or behavior. Does that which is expected. Although work is satisfactory, there is room for improvement. Improvement would enhance the academic/administrative department’s effectiveness.
 
Exceeds Expectations

 (3)
Performance or work-related behavior exceeds standards (or requirements) and is noticeably better than average performance. Demonstrates a desire to exceed an acceptable level of performance. Does more than expected. Performance or behavior is of a high quality.  Commendable performance or behavior. Displays a level of performance or behavior which enhances the effectiveness of the academic/administrative department.
 
Outstanding 


(4)
Performance or work-related behavior relative to standards (or requirements) is of a quality that is achieved only by the most exceptional employee. Performance or behavior far exceeds requirements. Thorough knowledge of the position. Performance or behavior is easily recognizable as being far superior to other employees. Consistently demonstrates exceptional desire and ability to excel. Sets an example for others to follow. Does far more than what is expected. This individual is among the very few worthy of special notice. Extraordinary level of performance or behavior that is seldom found.
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Critical Performance Factors

The following are critical performance factors to consider during the evaluation period. The purpose is to facilitate communication between the supervisor and employee about important aspects of the position. Discuss all applicable performance factors for which the job is responsible (i.e., non supervisory, supervisory). Using the criteria below, rate (score) the employee in terms of meeting the standards of performance for the position. 
























Rating


	Job Knowledge: Does the employee have the required job knowledge and/or skills to perform their duties?


	

	Quality of Work: Does the employee exhibit accuracy, neatness, thoroughness, and adherence to standards?  

	

	Communication Skills: Does the employee proactively and thoroughly communicate job-related information and knowledge with those that need to know through written documentation, email, and voice communication as appropriate?  
Does the employee listen well?
	

	Dependability: How reliable is the employee in completing assignments and meeting deadlines? Does the employee show a commitment to the job in terms of punctuality and/or absences and use of leave time in accordance with University policy?
	

	Interpersonal Skills/Customer Service: Does the employee work harmoniously and effectively with subordinates, peers, supervisors, and the public?  Does the employee display a cooperative attitude toward work assignments and requirements?
	

	Decision Making/Judgment: How well does the employee effectively analyze problems, determine appropriate actions for solutions, and exhibit timely and decisive action?


	

	Initiative/Creativity/Innovation: Does the employee seek and assume greater responsibility, seek new and more creative ways to improve procedures and/or monitor assignments/projects independently?


	

	
	

	Rating Point Total for Non-Supervisors (To calculate total, click on the following Headings: Table, Formula, OK)
	0.00

	
	

	Rating Point Average for Non-Supervisors  (To calculate average, click on the following Headings: Table, Formula, OK)
	0.00

	
	

	
Additional Factors for Supervisors
	

	
	

	Management Skills: How effectively does the employee complete administrative tasks, deal with budgetary issues, utilize staff/material/equipment, and supervise employees?

	

	Leadership Skills: Does the employee promote teamwork, honesty, integrity, and fairness?  Does the employee inspire and motivate staff to achieve departmental and individual goals and objectives?
	

	
	

	
	

	Rating Point Total for Supervisors (To calculate total, click on the following Headings: Table, Formula, OK)
	0.00

	Rating Point Average for Supervisors (To calculate average, click on the following Headings: Table, Formula, OK)
	
0.00


Signatures
________________________________________
____________


Employee Signature



Date

Your signature indicates that you have received this information; it does not necessarily indicate agreement.  If you have additional comments, please make them on an additional page, and attach.
________________________________________
____________


Department Supervisor Signature


Date
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Comments/Performance Plan/Goals 

This section is designed for the mutual benefit of the employee and the University.  Comments, goals and a performance plan are used to help improve an employee’s performance and encourage individual growth. (Attach an additional page if necessary.)
1. Ratings of Fails to Meet/Outstanding


Any rating of Fails to Meet Expectations (0) or Outstanding (4) must be supported with written justification by the supervisor below. 
2.  Overall Assessment Comments
Discuss additional performance strengths and weaknesses not reflected in the Critical Performance Factors.
3. Performance Plan
Please list suggestions on how to continue the growth of the employee’s performance.  Any resources needed to support the employee’s efforts will be listed, including time and budget considerations. 
4. Goals for Next Year
The items listed below indicate both the employee’s and the supervisor’s statement of goal(s) toward which the employee will work in the upcoming year. The goal(s) listed shall be attainable and clearly defined.
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Staff Merit Performance Evaluation Program (SMPEP)

The Staff Merit Performance Evaluation Program (SMPEP) is intended to encourage communication about performance-related issues, and to strengthen staff contributions to the goals of their departments and Delta State University. It is a tool for planning performance, setting goals and objectives, discussing career development, and measuring and documenting performance. All PDP materials are to be kept confidential.  

Guiding Principles of the Staff Merit Performance Evaluation Program (SMPEP) 

· A mutual understanding of roles, responsibilities and performance expectations

· A shared commitment to, and responsibility for on-going and long term performance improvement 

· Recognition of the value of individual contributions to the success of the University 

· Maintain a confidential and consistent, yet flexible means for the management of performance 

· A commitment to effective communication and working relationships 

Steps for Administration

Review notes:  The first step in preparing for the SMPEP discussion should be a review of any documentation, notes, projects, goals, etc. which are pertinent to the review period (usually a one-year timeframe).

Review expectations for the position:  Review job descriptions, performance standards, or anything else that provides information concerning the expected level of performance.

Complete form/add comments:  Consider how well performance has met expectations in each of the stated areas. Add any specific comments that might help to explain the rating selected.  If overall rating is determined to be “Below Expectations”- indicate what improvement steps need to be made by the staff colleague. If overall rating is “Outstanding”- provide specific examples that justify rating. If there is additional performance-related documentation that is relevant to the review, attach it to the SMPEP evaluation form.

Have Discussion: Discuss the SMPEP form and listen to employee comments. Discuss any areas for improvement and steps that will be taken by either party.  If it seems appropriate to include any additional comments after discussion, attach them to the form. Staff may be allowed to make additional comments as well.

Sign / Copy the form: Sign the SMPEP form in the designated locations. Make a copy of all PDP documents for the staff colleague.  Keep a copy for the departmental file.

Appeal Process / Final Decision
The employee may appeal their SMPEP evaluation by written correspondence (letter or e-mail) to the reporting Vice President. The appeal should contain arguments as to why the SMPEP document should be modified, accepted, or rejected. The Vice President shall consider all information and render a decision. The decision of the Vice President is final. The employee will be notified of the outcome of the appeal process.
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STAFF MERIT PERFORMANCE EVALUATION TIMELINE 
FISCAL YEAR 08-09 
Task








Due By
HR e-mails Staff Merit Performance Evaluation 
Forms and Guidelines






April 1, 2009
HR Addresses Questions as Needed




April 2 – April 10, 2008
Supervisors conduct evaluations which include


April 13 —April 24, 2009
Next Year’s Goals/Expectation and Development
Plans

Vice President / Dean review





April 27 – April May 1, 2009
Signed Performance Evaluation Forms to HR



May 4, 2009
Final Salary/Wage Worksheets to Accounting



May 8, 2009
Finalization of next year’s goals/expectations 



May 11 – May 29, 2009 
and development plans 
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