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Annual Performance Appraisal
	Employee  Name:       
(Please print)
	Supervisor:       

	Title:       

	Date of Hire:       

	Department/Location:       

	Appraisal Period:  Fiscal Year ending June 2011


	Key for Evaluation Ratings

	Meets Expectations
	Employee meets the expectations for the area evaluated.  The staff member is performing well in this area.

	Does not meet Expectations
	Employee requires improvement in the area evaluated.  The staff member is not performing acceptably in this area.


	Evaluation (Job-Specific Duties)
	Meets Expectations
	Does Not Meet Expectations

	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	COMMENTS:  (Required for does not meet expectations rating - recommended for a meets
expectations rating).

     

























PERSONAL AND CONFIDENTIAL
	EVALUATION - CORE COMPETENCIES
	
	Meets Expectations
	Does not Meet Expectations

	1. APPROACH TO WORK
	Demonstrates support of the mission, vision, and core values of ECU
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Examples include:  

· Flexibility and Adaptability

· Enthusiasm and a positive outlook; dependability
· Pride in his/her job and working for ECU

· Attention to safety and exhibits safe behaviors

· Works independently; obtains assistance from supervisor as needed                         



	COMMENTS:  (Required for does not exceed expectations - Recommended for a meets expectations
     


	2.  PROFESSIONAL     

          BEHAVIOR    
	Follows established policies and procedures and works well with others
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Examples include:

· Treats co-workers, other associates, students and visitors with professionalism and respect

· Maintains confidentiality

· Responds to constructive criticism; takes corrective actions as necessary

· Demonstrates a positive work environment

	COMMENTS:  (Required for does not exceed expectations - Recommended for a meets expectations

     

	3.  JOB KNOWLEDGE -   

        WORK OUTPUT
	Understands and applies the basic knowledge and skills necessary to perform their essential job functions
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Examples include:

· Completes tasks effectively, accurately, and efficiently

· Seeks additional information and/or resources to increase knowledge of assigned responsibilities

· Demonstrates initiative to identify personal or departmental skill development, process, and implementation needs



	COMMENTS:  (Required for does not exceed expectations - Recommended for a meets expectations

     


	4.   INTERPERSONAL        COMMUNICATION SKILLS/TEAMWORK
	Communicates effectively both verbally and in writing
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Examples include:

· Has the confidence and trust of other people

· Shares information appropriately and timely

· Keeps his/her supervisor informed as appropriate

· Demonstrates good working relationships with peers, superiors, and team members

	COMMENTS:  (Required for does not exceed expectations - Recommended for a meets expectations

     


	5.   JUDGEMENT/ DECISIONMAKING                        

            SKILLS
	Understands priorities associated with their tasks and focuses their activities accordingly
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Examples include:

· Helps to develop appropriate solutions to problems and makes effective decisions as required
· Schedules effectively and makes efficient use of time

	COMMENTS:  (Required for does not exceed expectations - Recommended for a meets expectations

     












PERSONAL AND CONFIDENTIAL
	SUPERVISOR/LEADERSHIP RESPONSIBILITIES  (if appropriate)
	
	Meets Expectations
	Does not Meet Expectations

	1.    SUPERVISORY               

     RESPONSIBILITY
	Trains, develops, and mentors his/her staff
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Examples include:  

· Faces performance issues candidly and timely

· Clearly sets and communicates achievable goals for department

· Ensures that goals are met timely and effectively

· Ensures that he/she and his/her staff comply with training needs and requirements

· Develops and delivers timely and meaningful performance evaluations                       



	COMMENTS:  (Required for does not exceed expectations - Recommended for a meets expectations

     


	2.  LEADERSHIP  
	Establishes and sets high standards for his/her employees
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Examples include:  

· Effectively delegate                        

· Ensures that employees receive clear and proper guidance

· Acts as a positive role model in terms of vision, confidence, and integrity

· Initiates change when necessary, helps others to accept and adapt to change



	COMMENTS:  (Required for  does not exceed expectations - Recommended for a meets expectations

     


	3.  COMMUNICATION                

     and FEEDBACK
	Provides constructive and timely feedback to his/her employees
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Examples include:  

· Is accessible and approachable to his/her staff

· Is attentive and responsive to employee needs

· Communicates organizational goals, values, appropriate university updates and staff performance to staff member
· Anticipates and prepares for potential problems and develops logical and creative solutions



	COMMENTS:  (Required for does not exceed expectations - Recommended for a meets expectations

     


	4.  FUNCTIONS  of 

     MANAGEMENT
	Exhibits competence in the basic functions of management including planning, organizing, leading, and directing
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Examples include:  

· Manages projects, performance and outcomes

· Analyzes and manages departmental change                   

· Plans and coordinates employee training and technological need



	COMMENTS:  (Required for does not exceed expectations - Recommended for a meets expectations

     











PERSONAL AND CONFIDENTIAL

	Overall Performance Appraisal Summary (Check appropriate overall rating)

                           Meets Expectations                       Does Not Meet Expectations 

                                             FORMCHECKBOX 
                                                                     FORMCHECKBOX 


	Key Accomplishments:  (Describe employee's key accomplishments for this appraisal period)

     


	Comments on Overall Performance/Coaching Points/Training Needs:
     



	Employee Comments:  (Employee:  Please include any additional comments you would like to make.)

     


	Employee's signature only affirms that they have received this appraisal.  Signing this form does not require nor affirm employee's agreement with the evaluation.

_________________________________________

Signature of Employee
             __________________________________

                                         Date
	NOTE: Supervisor is required to discuss
evaluation with the Vice President prior to the employee signing the document.

__________________________________________

Signature of Supervisor
               __________________________________

                                        Date

_________________________________________

Reviewed by Vice President
             __________________________________

                                       Date












PERSONAL AND CONFIDENTIAL
Final 08/02/11
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