MESSIAH COLLEGE

Staff Performance Appraisal Form
	Employee’s Name

     
	Period Covered by Rating

	
	From:      
	To:      

	 Department

     
	Job Title

     


PURPOSE
The primary purpose of this form is to provide a method by which the supervisor and the employee can together evaluate the employee’s job performance. Its value lies in the impartiality and sound judgment used by the individual completing the form. It provides an opportunity for the supervisor and the employee to openly discuss important aspects of the work environment and the job assignment. Ideally, the end result should be an affirming of the employee’s strengths and contributions to the department and a practical improvement program where weaknesses are identified.
INSTRUCTIONS
1. Both the employee and the supervisor will receive a copy of the form.  The employee will complete the form as a self-evaluation and bring it to the performance review meeting for discussion with their supervisor. Both appraisal forms, including signatures, are to be returned to Human Resources no later than June 15th.  Please indicate clearly which form was completed by the employee and which was completed by the supervisor.
2. Use the definitions listed below which apply to each category in the appraisal. Each category should be evaluated independently.
a. Outstanding: This rating denotes the highest level of achievement in all areas that enhance the department’s or the College’s overall performance.
b. Exceeds Expectations: Performance consistently and clearly exceeds job requirements and established goals.
c. Achieves Expectations: Performance is fully satisfactory in job requirements and expectations.  Employee is fully trained, well motivated and needs little supervision to maintain this level of performance.  By definition, this is the level of performance that is expected of the employee.
d. Needs Improvement: Performance at this level can normally be improved with increased experience and training or by cooperative effort between the employee and the supervisor.  This is an acceptable level of performance for persons in training or for those who have not had sufficient experience on the job to be expected to master all requirements of the position; it is an unacceptable level for the fully trained employee.
e. Unsatisfactory: Performance in this area does not meet minimum standards, expectations and job requirements.  Improvement plan needs to be identified and monitored.
3. Please compare the employee’s work to that of his/her job description.  Do not compare the employee to another employee.
4. Select the appropriate rating category. Enter N/A in the “Comment” section if an item is “not applicable” or “unknown.”
5. Comments may be included for any dimension but ratings at either end of the scale must be accompanied by comments.  Specifically, the supervisor’s recommendations for improvement and any agreed upon program of improvement should be made here.
	QUALITY OF WORK - Consider neatness, accuracy, efficiency, good workmanship

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Below minimum;

Checking required;

Frequent errors.
	Performs to only minimum standards;

Lacks accuracy.
	Meets dept. quality standard; 

Satisfactory in accuracy of work.
	Above average; Good accuracy; 

Few mistakes.
	Very accurate and efficient worker.

	COMMENTS:      


	DEPENDABILITY - Consider extent to which employee can be relied upon to meet work schedule and fulfill job responsibility.  Consider conscientiousness, proper use of time.

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Constant supervision required; Quite unreliable.
	Requires close supervision; Needs prodding.
	Normal supervision required; Usually dependable.
	Little supervision required; Very reliable.
	No supervision

required; Very conscientious.

	COMMENTS:      


	COLLEGE-WIDE MISSION - Consider attitude toward the College policies and support of the mission.  Consider extent to which the college’s values are reflected in all aspects of daily work.

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Antagonistic
	Rather critical 
	Generally healthy attitude 
	Supportive 
	Actively demonstrates support 

	COMMENTS:      


	JUDGMENT - Consider extent to which employee makes sound and reasonable decisions.  Consider ability to think and act calmly and logically.

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Poor sense of value; 

Poor decisions; Ill at ease.
	Jumps at conclusions;

Makes frequent judgment errors.
	Usually sound and logical in judgement;

Remains calm.
	Uses good common sense; Acceptable decisions; Self-confident.
	Very logical;

Decisions based on thorough analysis.

	COMMENTS:      


	INITIATIVE - Consider extent to which employee thinks and works independently; is a self-starter. 

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Waits to be told;

Almost no effort.
	Relies on others;

Shows little effort.
	Will act voluntarily;

Has defined goals.
	Plans work well;

Desire to achieve.
	Has good ideas;

Alert to needed improvements.

	COMMENTS:      


	QUANTITY OF WORK  - Consider amount of work completed; promptness 

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Below minimum requirements; Wastes time.
	Up to minimum standard; Needs occasional prodding.
	Meets department  standard; Works steadily.
	Well above average;

Fast and efficient.
	Exceptional worker;

Superior production.

	COMMENTS:      


	APPEARANCE - Dress and grooming appropriate for assignment

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Often inappropriate.
	Sometimes inappropriate.
	Generally neat; well-groomed.
	Very careful about appearance.
	Professional at all times.

	COMMENTS:      


	KNOWLEDGE OF WORK - Consider adequacy of job knowledge and capabilities; willingness to learn new skills

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Inadequate knowledge of job; No interest in new skills.
	Limited knowledge;

Little interest in new job skills.
	Good understanding of job; Accepts instructions readily.
	Thorough understanding; Well informed; Eager to learn.
	Expert in field. Seeks new opportunities.

	COMMENTS:      


	LEADERSHIP - Consider ability to encourage and inspire others. 

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Antagonizes others.
	Fails to command respect.
	Displays leadership qualities; Inspires others.
	Exercises good leadership qualities.
	Highly capable and forceful leader.

	COMMENTS:      


	PLANNING & ORGANIZATION - Consider ability to establish an appropriate course of action and establish priorities.

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Inefficient; Work not planned and organized.
	Planning ability inadequate.
	Effective under normal circumstances.
	Careful and effective planning.
	Very systematic and effective.

	COMMENTS:      


	SAFETY - Consider extent to which work methods affect safety of self and others.

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Careless and ignores safety measures.
	Frequently causes or involved in mishaps.
	Adheres to safety policies.

 
	Practices good safety habits.
	Strives to develop and  maintain safe workplace.

	COMMENTS:      


	COOPERATION/TEAMWORK - Consider extent to which employee works harmoniously and effectively with co-workers, supervisors and others.

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Inclined to be quarrelsome; Causes friction.
	Individualistic; Reluctant to cooperate; Difficult to work with.
	Cooperates in agreeable manner; Tactful and helpful.
	Always congenial;

Others like to work with him/her.
	Goes out of way to be helpful; Strong force for morale.

	COMMENTS:      


	CUSTOMER SERVICE - Consider extent to which employee treats students, other employees and the public in a courteous, helpful manner and is responsive to requirements of internal and external customers.

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Negative


	Has difficulty dealing with others.
	Responds quickly to those needing assistance.
	Anticipates and provides for needs of others.


	Seeks opportunities to exceed customer expectations

	COMMENTS:      


UNSCHEDULED TIME OFF AND PUNCTUALITY RECORD - (Indicate in days)

	MONTH
	Jan.
	Feb.
	Mar.
	Apr.
	May
	Jun.
	July
	Aug.
	Sept.
	Oct.
	Nov.
	Dec.

	ABSENT
	
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	TARDY
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


	ATTENDANCE - Faithfulness to work

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	     
	     
	     
	     
	     

	COMMENTS:      


	PUNCTUALITY - Adherence to established hours

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	Frequently tardy.
	Lax in reporting on time.
	Usually on time.
	Very prompt.
	Always prompt.

	COMMENTS:      


Job Specific Expectations (Optional)

	EXPECTATION

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	
	
	
	
	

	COMMENTS:      


	EXPECTATION

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	
	
	
	
	

	COMMENTS:      


	EXPECTATION

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	
	
	
	
	

	COMMENTS:      


	EXPECTATION

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding



	
	
	
	
	

	COMMENTS:      


OVERALL EVALUATION

Overall employee performance as it compares to department standard.

	 FORMCHECKBOX 

Unsatisfactory


	 FORMCHECKBOX 

Needs Improvement


	 FORMCHECKBOX 

Achieves Expectations


	 FORMCHECKBOX 

Exceeds Expectations


	 FORMCHECKBOX 

Outstanding




FUTURE PERFORMANCE
Specific performance expectations during upcoming appraisal period and support from supervisor to help meet these goals.

	1.
	     

	2.
	     

	3.
	     

	4.
	     

	5.
	     

	6.
	     


Strategies for employee long-range development.

	     


SUMMARY

A. Supervisor’s Comments


	     


B. Senior Supervisor’s Comments

	     


C.  Employee’s Comments About Appraisal

	


	Supervisor
	     
	
	
	
	

	
	
	
	
	
	Date

	Senior Supervisor
	     
	
	
	
	

	
	
	
	
	
	Date

	Employee
	     
	
	
	
	

	
	(print)
	
	(signature)
	
	Date


8

