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Employee Performance Evaluation Form
* * * After 10-1-2009, this form is used for Unclassified Healthcare Only * * *
The new KUMC Employee Performance Evaluation form is now available for all types of performance evaluation.  This form can be found on the Human Resources home page.  The form can be saved to a computer desktop and should be filled out on-line since the comments fields are expandable.  The completed form can be saved, printed, or e-mailed to others. 

The first section, Employee Information, asks for information about the employee being reviewed and the supervisor who is conducting the evaluation.  

Employee Name:  The name of the employee being evaluated.

Employee ID:  The employee’s emplid (for example, J0000012345)

Effective Date:  The date the evaluation is completed and signed. The date format is MM/DD/YY (for example 1/15/08). 

Review Type:  Click the Select One dropdown field and choose one of the following options:

· Class Annl: Classified Annual review
· Class Prob: Classified End of Probation review
· Class Prob-Ext: Extension of the Classified Probationary period
· Class Spcl: Special evaluation for Classified employees
· Uncl Annl: Unclassified Annual review

· Uncl Prob:  Unclassified End of Probation review

From/To Date: The time period covered by the evaluation.  The date format is MM/DD/YY (for example 1/15/08).

Next Review Date:  The date for the next evaluation usually one calendar year from the To Date listed above. The date format is MM/DD/YY (for example 1/15/08). 

Dept No:  The five-digit department number (for example, 69201).

Dept Name:  The name of the department (for example, Human Resources).

Job Code:  The numeric job code assigned to the job title the employee is in (for example 1073K2).

Pos No:  The employee’s position number (for example M0202123).

Title:  The job title of the employee (for example, Administrative Specialist).  This is not a working title. 

Supervisor Name:  The name of the supervisor completing the evaluation.

Supervisor Employee ID:  The emplid of the supervisor completing the evaluation.

The Job Assessment section features five evaluation criteria with checkboxes indicating the employee’s performance Exceeds Expectations (exceptional), Meets Expectations (satisfactory) or Does Not meet Expectations (unsatisfactory).  Simply use your computer mouse to click the appropriate checkbox. 

Based on the ratings in the Job Assessment section, click the Select One dropdown field in the Overall Rating section:

· Exceptional:  for use when an employee consistently performs work far exceeding normal expectations for the job.  This code requires an explanation detailing why the employee deserves the exceptional rating.

· Satisfactory:  for use when an employee consistently performs their job duties in a competent and timely manner. This code requires an explanation only when the supervisor wishes to note job duties that need improvement even though the overall rating is satisfactory. 

· Unsatisfactory:  for use when an employee consistently fails to perform their job duties in a competent and timely manner.  This code requires an explanation detailing why the employee deserves the unsatisfactory rating. 

The explanation field will expand as you type.  There is no restriction on the amount of text you can add. 

The text fields for the Employee Comments and Supervisor Comments sections are also expandable.  Employees may opt to add comments concerning their evaluation ratings though they are not required to do so.  Supervisors may also offer comments concerning the evaluation.  Keep in mind that all comments are legally discoverable and should remain professional and to the point. 

Once all comments are completed, the form must be printed so it can be signed by both the employee and supervisor.  Signing the form indicates the employee has seen the evaluation but it does not necessarily indicate the employee agrees with the rating.  

The original signed evaluation is then sent to Human Resources for inclusion in the employee’s personnel file. Copies should be made for the department and the employee. 

