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Personal InformationMISSION:
Valley City State University is a public, regional university offering exceptional programs in an active, learner-centered community that promotes meaningful scholarship, ethical service, and the skilled use of technology. As an important knowledge resource, the University offers programs and outreach that enrich the quality of life in North Dakota and beyond. Through flexible, accessible, and innovative baccalaureate and master's programs, VCSU prepares students to succeed as educators, leaders, and engaged citizens in an increasingly complex and diverse society.
VISION:
Valley City State University will be nationally recognized for advancing important collaboration, fostering innovative engagement, and promoting noteworthy transformation. Through effective use of best practices in technology, teaching, and learning, VCSU will be a destination university for students in North Dakota and throughout the region, extending its reach and influence beyond the campus boundaries.
CORE VALUES:
MISSION DRIVEN: We are committed to a learner centered philosophy. We make education meaningful with positive relationships and effective practices.  QUALITY AND INTEGRITY: We have high expectations for results, integrity, and positive interpersonal relations in all we do.  INNOVATION: We are flexible, creative, and free to try new things. We have a strong work ethic, positive attitude, and open mind. We embrace change.  COMMUNITY: We trust each other, we work well together, and we are involved with our local and extended communities.  DIVERSITY: We believe that diversity of all kinds enriches the quality of thought, discussion, and learning.


	Name:
	Date:

	
	

	Title:
	Department:

	
	

	Review From:
	Review To:

	
	

	Supervisor:
	Type:

	
	  6-month	  Annual

	
	

	I. Performance of Duties/Responsibilities and Goals: 
(Employee completes, supervisor reviews and comments) List duties/responsibilities from the position description and professional goals set for the reviewed period. Comment on the results achieved. (Attach additional sheets as needed.)



	Duties/Responsibilities & Goals
	Results

	1.


	Employee:



	
	Supervisor:

	2.


	Employee:



	
	Supervisor:

	
	

	3.


	Employee:



	
	Supervisor:

	4.


	Employee:



	
	Supervisor:

	5.


	Employee:



	
	Supervisor:



II. Methods Used to Achieve Results: (Employee completes, supervisor rates and comments) Knowledge/Skills/Abilities (KSAs) that are critical to job success.

	Always
	fully demonstrated

	Consistently
	patterned presence

	Occasionally
	sporadic presence

	Never
	little presence



	Job Knowledge
Does the employee demonstrate technical knowledge and skills, analytical ability, and problem-solving skills?

	 Always
	 Consistently
	 Occasionally
	 Never

	Employee:

	Supervisor:

	Communication
Includes: verbal and written communication, presentation skills, and listening skills. Is communication clear, concise, courteous?

	 Always
	 Consistently
	 Occasionally
	 Never

	Employee:


	Supervisor:


	Quality of Work
Is there accuracy, neatness, thoroughness, and completeness of work?

	 Always
	 Consistently
	 Occasionally
	 Never

	Employee:

	Supervisor:

	
Quantity of Work
Is the work output at a good speed, timely, and effective?

	 Always
	 Consistently
	 Occasionally
	 Never

	Employee:

	Supervisor:

	

	Dependability
How reliable is the employee in completing assignments and meeting deadlines? Attendance? Punctuality?

	 Always
	 Consistently
	 Occasionally
	 Never

	Employee:

	Supervisor:

	Interpersonal Skills 
Does employee work harmoniously and effectively with subordinates, peers, supervisors, students, and the public? Team player? Cooperative?

	 Always
	 Consistently
	 Occasionally
	 Never

	Employee:

	Supervisor:

	Initiative
Does employee work independently? Solve problems? Assumes additional responsibility? Looks for more efficient and cost-effective ways?

	 Always
	 Consistently
	 Occasionally
	 Never

	Employee:

	Supervisor:

	Adaptability
Is employee able to adjust to a variety of situations? Flexible?

	 Always
	 Consistently
	 Occasionally
	 Never

	Employee:

	Supervisor:

	Decision Making
Are decisions made with logical and sound judgment?

	 Always
	 Consistently
	 Occasionally
	 Never

	Employee:

	Supervisor:

	Other Factors Relevant to the Position

	









III. Overall Performance Rating: (Supervisor completes)
Consider all performance criteria and indicate overall rating.

	Select One
	Level

	
	Exceptional 
Consistently exceeds performance objectives. Makes significant contributions well beyond normal job responsibilities. Minimal preventable/controllable errors. Individual requires little direction or supervision.


	
	Exceeds Objectives
Employee exceeds performance objectives on a regular basis. Employee is making a valuable contribution to the company. Errors are infrequent and are typically detected and corrected by the employee.


	
	Expected Performance
Employee consistently meets performance objectives. Employee is fully competent and is satisfactorily performing the job.


	
	Marginal/Needs Improvement
Employee does not adequately accomplish objectives nor fulfill all responsibilities; must improve performance within a designated time period.

 Performance Improvement Plan (PIP) (optional, as necessary)
 

	
	Unsatisfactory
Unacceptable performance; below expectations. Employee does not accomplish most or all position objectives.

 Performance Improvement Plan (PIP) Required





	IV. Supervisor Summary:
Summary and comments about the employee’s overall performance.


	




	

V. Employee Goals:
List three to five professional goals for the upcoming year. 
  “Professionalism does not mean wearing a suit or carrying a briefcase; rather, it means conducting oneself with responsibility, integrity, accountability, and excellence. It means communicating effectively and appropriately and always finding a way to be productive.” – Department of Labor

	

	Professional Goals

	1.




	2.




	3.




	4.




	5.






VI. Employee Acknowledgment:
I have read my Position Description, understand the duties/responsibilities and goals for me and my position, and I understand that this is an appraisal based upon my performance in my position.
I acknowledge I have read the appraisal and have discussed its contents with my supervisor. I wish to make the following comments:
_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

Employee Signature: ______________________________________________ 		Date_________________________

Supervisor’s Signature: ______________________________________________ 	Date_________________________
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