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Staff Performance Evaluation (2015-2016)
	Name:
	
	Title:
	

	

	Length of Time in This Position:
	
	Department:
	
	Date:
	


This form is to annually document staff 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 1 to 3 using the definitions below as a guide. THE RATING GIVEN SHOULD BE 1, 2, OR 3. RATINGS CANNOT BE GIVEN IN INCREMENTS, SUCH AS 1.5, 2.3, ETC.
2. If ratings of 1 or 3 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 Performance Evaluation Rating Guide




Performance Rating Definitions

The following ratings must be used to ensure commonality of language and consistency on overall ratings: (There should be supporting comments to justify ratings of "Exceeds Expectations" and "Does Not Meet Expectations".)
(1) Does Not Meet Expectations (should be used where performance needs improvement)
Employees at this level clearly and consistently fail to meet all or most significant job expectations. The employee shows either unwillingness or an inability to improve in this area.  Steps must be taken to improve overall performance.  A performance plan will be developed.

(2) Meets Expectations (should be used for the employee who performs at the expected level – most common rating)
Employees at this level consistently meet and occasionally exceed all or most significant job expectations.  The employee is     considered capable and proficient in this area.
(3) Exceeds Expectations (should only be used if employee goes beyond the requirements/expectations – should not be the norm)
Employees at this level consistently exceed all or most significant job expectations.  The employee demonstrates the highest     standards of ability and accomplishments in this area.  When performance is at this level, extraordinary results have occurred that serve as a role model to others.
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Staff Performance Evaluation (SPE)

The Staff Performance Evaluation (SPE) 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 Performance Evaluation (SPE) 

· 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 SPE 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 “Does Not Meet Expectations”- indicate what improvement steps need to be made by the staff colleague. If overall rating is “Exceeds Expectations”- provide specific examples that justify rating. If there is additional performance-related documentation that is relevant to the review, attach it to the SPE evaluation form.

Have Discussion: Discuss the SPE 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 SPE 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 SPE evaluation by written correspondence (letter or e-mail) to the reporting Vice President. The appeal should contain arguments as to why the SPE 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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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: Has the required job knowledge and/or skills to perform their duties.


	

	Quality of Work: Exhibits accuracy, neatness, thoroughness, and adherence to standards. 

	

	Communication Skills: Communicates job-related information and knowledge with those that need to know through written documentation, email, and voice communication.  
	

	Dependability: Is reliable in completing assignments and meeting deadlines. Shows a commitment to the job in terms of punctuality and/or absences and use of leave time in accordance with University policy.
	

	Customer Service/Interpersonal Skills: Works harmoniously and effectively with subordinates, peers, supervisors, and
the public. 
	

	Decision Making/Judgment: The employee analyzes problems, determines appropriate actions for solutions, and exhibits timely and decisive action.


	

	Initiative/Creativity/Innovation: Seek and assumes responsibility, seeks creative ways to improve procedures and/or monitors assignments/projects independently.


	

	
	

	Rating Point Total for Non-Supervisors 
	0.00

	                                                                                      
	

	Rating Point Average for Non-Supervisors 
	0.00

	
	

	Additional Factors for Supervisors Only

	

	
	

	Management Skills: The employee completes administrative tasks; maintains, monitors, and addresses budgets appropriately; utilizes staff/material/ equipment; and supervises employees.
	

	Leadership Skills: The employee promotes teamwork, honesty, integrity, and fairness.  The employee inspires and motivates staff to achieve departmental and individual goals and objectives.
	

	
	

	
	

	Rating Point Total for Supervisors 
	0.00

	Rating Point Average for Supervisors                   
	
0.00


To calculate the rating points and average for each section, click on the cell with the zeros, click on Table Tools, click on Layout, click on Formula, and click OK.
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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 Does Not Meet Expectations to Exceeds Expectations


 
Any rating of Does Not Meet Expectations (1) or Exceeds Expectations (3) 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. 
	


Prior Year FY 2015-2016 Goals/Objectives (Minimum of two Goals/Objectives required)
Directions:  This section is used to record the results of each goal that was set for Fiscal Year 2015-2016. The goals listed should be those set at the beginning of the prior year’s evaluation cycle.
	Goal 1:  

	

	Results:

	


	Goal 2:  

	

	Results:

	


	Goal 3:

	

	Results:

	


	Goal 4:

	

	Results:

	


Upcoming FY 2016-2017 Goals/Objectives (Minimum of two Goals/Objectives required)
This form is used set individual goals at the start of each fiscal year (July 1-June 30.) It is used by the supervisor and the employee to describe the results of each goal. The goals form, updated with results should be submitted with staff evaluation form in preparation for the evaluation meeting.

A goal is a result that is expected to accomplish in a job. Goals ensure that the employee and supervisor agree on the primary areas where efforts should be focused each year and the criteria with which success will be measured. Goals should be written in consultation with the supervisor and employee and, if applicable, department and/or division goals.

	Goal 1:

	


	Goal 2:

	


	Goal 3:

	


	Goal 4:
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DELTA STATE UNIVERSITY – STATEMENT OF ETHICS

Delta State University is a community of individuals – faculty, staff, and students – recognizing the institution’s mission and dedicated to its fulfillment.  To that end, each member of the community pledges his/her best effort.  Integrity, civility, accountability, and a commitment to excellence govern behavior.  Compliance with applicable laws, regulations, and policies is expected and accepted as the standard for the community.
The university has installed a phone and internet-based reporting system, Delta State University Ethics Line. Ethics Line is managed by EthicsPoint, which provides easy ways to discreetly and confidentially report activities that may involve criminal, unethical, or otherwise inappropriate behavior... The system is built to protect the identity of the reporter, as well as a formal mechanism for investigation, follow up and response. You may file a report through the Delta State University Ethics Line at https://secure.ethicspoint.com/domain/media/en/gui/31497/index.html or by telephoning toll free 877-310-0424.

DELTA STATE UNIVERSITY – STATEMENT OF UNIVERSITY POLICIES AND PROCEDURES

The official policies and procedures of Delta State University are located on the University Policies website at http://www.deltastate.edu/pages/2457.asp. By signing below, I acknowledge that it is my responsibility to become well informed and understand all of these policies including conflict of interest, employment practices, benefits, facilities, advantages offered, and the related responsibilities I accept as an employee. The University reserves the right to amend or alter the conditions and terms as it deems necessary.
DELTA STATE UNIVERSITY – OUTSIDE EMPLOYMENT

Pursuant to IHL Board Policy 801.08, Members of the faculty and staff are permitted to engage in outside employment, provided permission is first obtained from the executive officer of the institution concerned and, provided further, that the executive officer of the institution concerned shall grant permission to engage in outside employment only after having first determined that the said outside employment will interfere in no way with institutional duties of the individual requesting such permission.
In addition, such individuals will not engage in a business or profession that would in any many compete with a similar business or profession over which he or she would have direct supervision, inspection, or purchasing authority within the university or agency, such being a conflict of interest.

Employees, who participate in outside employment, must complete an Application for Permission to Engage in Employment or Practice of Profession Outside of Delta State University each fiscal year.
Your signature below indicates that you have received this information concerning your performance evaluation; it does not necessarily indicate agreement.  If you have additional comments, please make them on an additional page, and attach.

Also, by signing, I have read and understood my responsibilities as a DSU employee regarding DSU’s Statement of Ethics, University Policies and Procedures, and Outside Employment responsibilities.
	
	
	

	Employee Signature
	
	Date

	
	
	

	
	
	

	Department Supervisor Signature

	
	Date
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	STAFF PERFORMANCE EVALUATION TIMELINE 

	FISCAL YEAR 2015-2016 

	 

	

	Task
	
	Due By

	

	HR e-mails Staff  Performance Evaluation Forms and Guidelines
	
	April 11 , 2016

	

	HR Addresses Questions as Needed
	
	April 13 – April 14, 2016

	
	
	

	Supervisors conduct evaluations which include Next Year’s Goals/Expectation and Development Plans
	
	April 15 – April 29, 2016

	

	Vice President/Dean Review
	
	May 2 – May 6, 2016

	

	Signed Performance Evaluation Forms to HR
	
	May 20, 2016
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