Performance Evaluation Template
Higher Education Officer Series Personnel

Be sure to include the following in the evaluation:
· Employee Name
· Position


· Department


· Date of Evaluation
· Reviewer’s Name


· Overall Performance Rating: Satisfactory OR Unsatisfactory
· Brief Job Description
· Changes to Job Description during Evaluation Period
Performance Objectives:

List the employee's most important performance objectives for the year (maximum 6-7).

Specific Goals / Objectives / Tasks

Discussion and Measurement (How do we know what was achieved?):

Aligning Performance to Core Values:

Quality

Describe what was done to maintain or improve the quality of programs, services or initiatives.
Diversity

Describe how diversity among staff was increased or how diverse viewpoints were welcomed and cultural differences respected.
Community

Describe role in maintaining or increasing collaboration, teamwork, and open communication.
Integrity

Describe how ethical standards were maintained or improved.
Personal and Professional Developmental Objectives:

List the employee's most important personal and professional developmental objectives for the year.

Specific Objectives / / Tools Needed / Completion Date

Discussion and Measurement (How will we know what was achieved?):

Other Accomplishments:

Summary:

Employee Strengths (maximum 3):
Employee Weaknesses (maximum 3):
Performance Improvement Plan:

List specific objectives and how they will be measured.















Date for Next Development Meeting: (Schedule informal mid-year review.):  


Employee Comments (optional):

Signatures:

I understand that my signature means only that I have read this evaluation and understand that I may include any comments I wish.
Employee’s Signature:









Date:




Supervisor’s Signature:









Date:
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