Grambling State University 

Office of Human Resources

Unclassified Performance Evaluation and Planning Document 

For use with the administrative, professional, managerial, other monthly (exempt) staff.

1.
The original Unclassified Performance Evaluation and Planning Document is submitted to the Office of Human Resources.

2.
The Evaluator will need to make copies for the employee and for the departmental file.

3. The Current Job Description, Documentation and Rating Period Goals and Objectives are important tools for effective evaluations.

4. Review the attached Guidelines for the Unclassified Performance Evaluation and Planning Document prior to conducting evaluation.

	Employee’s Name:

	Date of Employment:


	Position/Job Title:


	Department Name:

	Head/Supervisor:


	Review Period From:

	Review Period To:


	Type of Review:  ____Annual           

                             ____Special


	Performance Evaluation Criteria Key & Rating

Use the following rating indicators for each factor applicable to the position held by employee. 


	N/A

	Not Applicable to the position or unable to be observed in the timeframe


	1

	Unsatisfactory Work. Performance is unacceptable (warning letters, reprimands, etc. should exist that address deficiency.


	2

	Work performance NEEDS improvement.  Employee is having performance problems.


	3

	Work performance consistently MEETS normal work requirements.  The employee completes duties and responsibilities of the job description and meets the goals and expectations of the position.


	4

	Performs BEYOND the normal work requirements on a fairly often basis and meets goals and expectations of the position.


	5

	Consistently EXCEEDS the normal work requirements and consistently exceeds the goals and expectations of the position.


	Knowledge of Work and Job Skills - Extent to which the accomplishment of the primary mission of the position or job function is attained and the information is processed and applied.


		 N/A 

	   1

	  2

	  3

	    4

	   5


	1.  Competent and understands duties and related work assignments

						
	2.  Work produced meets quality requirements of accuracy, thoroughness, and efficiency

						
	3.  Volume of work is consistent and timely.

						
	4.  Follows work assignments through to timely completion in spite of obstacles or setbacks

						
	5.  Accomplishes goals and objectives 

						
	6.  Promotes the mission of the organization.


						
	Notes:
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	Leadership and Administrative Management- Ability and extent to which the individual is resourceful, establishes clear focus and direction, accepts responsibilities, contributes as a team player, adheres to institutional compliance, manages tasks, seeks knowledge, and generates solutions.


		 N/A 

	   1

	  2

	  3

	    4

	   5


	  1. Exhibits confidence in self and others.

						
	 2. Establishes clear focus and direction and has a plan of action.

						
	  3. Actively seeks and participates in training and development opportunities.

						
	  4. Provides opportunities and supports training and development opportunities.

						
	 5. Attends required compliance training, i.e., -- Performance Planning and Review (PPR),

     Sexual Harassment, ADA.

						
	 6. Reaches decisions based on sound ethical standards.

						
	 7. Assumes ownership of problems and avoids finger pointing.

						
	 8. Consults, solicits input, makes decisions and takes action. 

						
	 9.  Demonstrates proficiency with available technology.

						
	10. Encourages innovation and use of new technology.

						
	11. Promotes a climate in which diversity is valued.

						
	12. Promotes the accomplishments of employees to those inside and outside the work unit.

						
	13. Holds employees accountable for their duties and responsibilities.

						
	14. Regularly provides constructive and positive feedback.

						
	15. Maintains a firm, fair, objective unbiased approach in determining the most appropriate 

      action for employee performance issues.

						
	16. Recommends disciplinary action after coaching and warnings have failed.

						
	17. Resolves problems with minimum impact on staff and public with satisfactory results.

						
	Notes:


	Coalition and Network Building – Team Relations and Conflict resolution


		 N/A 

	   1

	  2

	  3

	    4

	   5


	1.  Seeks to build internal and external partnerships to better accomplish common goals.

						
	2.  Fosters a climate of trust and respect.

						
	3.  Maintains good working relationship with clientele, co-workers, superiors, and the public.

						
	4.  Affectively participants as a team member.

						
	5.  Listens attentively, consider other viewpoints, and avoids interruption unnecessarily.

						
	6.  Relates with administrative peers, i.e., has a manner of dealing with people that encourages

     joint problem solving, openness and candor.

						
	7.  Contributes to problem solving and policy formulation.

						
	8.  Steers conflict away from people and towards issues.

						
	9.  Seeks solutions and attempts to obtain an agreed upon course of action.

						
	Notes:
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	Planning & Budget Management – Ability and extent to which the individual defines a project, gathers and analyzes relevant information, develops and/or contributes to the development of realistic budget parameters.


		 N/A 

	  1

	  2

	  3

	    4

	   5


	 1. Operates within budget parameters to meet goals, objectives, and milestones.

						
	 2. Clearly defines project and determines required resources.

						
	 3. Establishes goals and milestones.

						
	 4. Establishes effective procedures, alternatives, liaisons, and timelines.

						
	 5. Coordinates and monitors group or team processes.

						
	 6. Develop and implements cost saving measures or promotes revenue generation where

     appropriate.

						
	 7. Projects are completed on time and within budget guidelines.

						
	 8. Sets clear, achievable objectives and attains results.

						
	 9. Overcomes obstacles to meet objectives.

						
	Notes:


	Work Habits/Accomplishments – Dependability, attitude, productivity.


		 N/A 

	   1

	  2

	  3

	    4

	   5


	 1. Punctual for work.

						
	 2. Punctual for meetings.

						
	 3. Present on duty and with few unplanned absences.

						
	 4. Present for meetings.

						
	 5. Makes constructive use of time to accomplish assignments (avoids distractions i.e. gossiping, 

     websurfing, personal phone calls & visitors

						
	 6. Demonstrates an eagerness and positive approach to work assignments, clientele, co-workers,

     and superiors.

						
	 7. Submits completed work timely and assists co-workers.

						
	 8. Work product fulfills requirements and is acceptable to clientele and supervisory leadership.

						
	 9. Works on more than one task concurrently.

						
	10. Works independently, requiring few reminders.

						
	11. Displays a capacity to adapt to change.

						
	12. Delegates decision making to appropriate staff.

						
	13. Follows accepted standards/guidelines for the profession/area of work.

						
	14. Complies with university policies and procedures, and relevant laws and regulations.

						
	Notes:
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	Interpersonal Communication & Relations – Demonstrates the ability to promote a positive work environment by selecting and eliciting appropriate and pertinent communication methods and information.  Maintains focus on job responsibilities.


		 N/A 

	   1

	  2

	  3

	    4

	   5


	  1. Speaking is clear, concise, and organized.

						
	  2. Selects the most appropriate and effective communication method.

						
	  3. Writing is clear, concise and organized.

						
	  4. Adjusts information and delivery to the target audience.

						
	  5. Demonstrates effective group presentation skills.

						
	  6. Comprehends and can interpret oral/written communications.

						
	  7. Concentrates on outcomes.

						
	  8. Works across departmental boundaries.
						
	  9. Avoids turf issues.
						
	10. Keeps supervisor and others informed.

						
	11. Exhibits reflective listening skills.

						
	12. Responds in a positive manner to feedback.

						
	13. Provides clear, concise, and organized feedback.
						
	14. Ability to deal with conflict constructively.

						
	15. Maintains confidentially.

						
	Notes:


	Health & Safety – Uses best practices to assist in ensuring the health and safety of self and others.

		 N/A 

	   1

	  2

	  3

	    4

	   5


	 1. Is attentive to potential health and safety risk.

						
	 2. Monitors workplace and self and other employees.

						
	 3. Makes recommendations for improving safe work practices.

						
	 4. Follows established safe work practices.

						
	 5. Completes required safety training.

						
	Notes:
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	Overall Rating of Employee – Overall rating is normally an average of all factors rated, and is supported by the evaluation content.  The employee’s overall rating for this period is:


	CALCULATE THE AVERAGE OVERALL RATING FOR THE EMPLOYEE

Total Points of Factors Rated: ________________

Average (Total Points divided by the # of Factors rated):  _________________*

*Documentation must be attached (stapled) to this instrument which justifies a rating higher than 3.49 and lower than 2.50


– 5.00 = Outstanding

4.49 – 3.50 = Exceeds Requirements


3.49 – 2.50 = Meets Requirements


2.49 – 1.50 = Needs Improvement


                             1.49 – 1.00 = Unsatisfactory


	Assessment and Planning – to be completed by the appraiser and employee together during performance evaluation session.

						
	1.  Major areas of strength noted by this evaluation:.

						
	2. What areas of performance need the most improvement?

						
	3. What actions should be taken by either employee and/or supervisor to improve the employee’s performance?

						
	4. Describe the goal(s), objectives, and expectations that the employee will have for the next evaluation cycle.
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	Acknowledgement and Signatures:


	My supervisor has discussed this evaluation with me and communicated performance expectations for the upcoming rating period.  My supervisor and I have agreed on the above stated goals and objectives for the upcoming rating period.  My signature acknowledges that I have received a copy of this evaluation; however, it does not necessarily indicate agreement with the evaluation/planning document.


	Employee’s Signature:                                                                                                               Date:



	Comments by Employee:


	I have discussed the performance evaluation and planning document with this employee and the performance expectations for him/her.  The above goals and objectives are reasonable.
Rating Supervisor’s Signature:                                                                                                Date:


Next Higher Supervisor’s Signature:                                                                                      Date:



	


