Associated Students of SDSU
Part-Time Employee Performance Evaluation

Employee Name:
Employee Title: 
Department: 
Supervisor: 









Date of Review: 
Type of Evaluation:  □ Annual   □ Introductory Period   □ Promotion   □ Other_______________

SUMMARY OF PERFORMANCE RATING AND DEFINITIONS 
	E
	Exceeds Expectations
	Performance and/or conduct continually exceed core requirements of the position.

	M
	Meets Expectations
	Performance and/or conduct routinely satisfies core position requirements, objectives & expectations

	N
	Needs Improvement
	Performance and/or conduct often fail to satisfy core requirements of the position indicated by inability/unwillingness to meet core requirements. 

	U
	Unacceptable
	Performance and/or conduct demonstrate either a disregard or an inability for position standards.

	N/A
	
	Not Applicable to the Employee’s Job


INSTRUCTIONS
Section A – Rate employees based on the above “Evaluation Ratings” in each category, providing examples in the “Comments” section. When a factor is not considered applicable to the employee’s role/position, the category may be recorded as Not Applicable (N/A).
Section B – Rate and record the overall performance, taking into account all factors and total performance over the period being evaluated. The Overall section should not be viewed as an average of all areas rated.
Section C – Provide employee with an opportunity to comment on the evaluation. Should more space be required, a separate document can be attached.
Section A

	Performance Factors
	Rating
	Comments/Areas for Improvement

	Job Understanding
Understands job tasks and responsibilities; has necessary job skills and knowledge to perform all parts of the job effectively and efficiently; makes an active effort to stay current with new information and developments understands and promotes department and A.S. mission and values.
	
	 

	Work Quality
Demonstrates thoroughness, completeness, accuracy on presentation and appearance of work. Implements strategies to promote productivity and customer service. Manages work load and priorities effectively; takes on additional responsibilities as needed; develops and/or follows work procedures; completes assignments on time and to specifications; communicates with supervisor regarding work load, project progress and any anticipated issues or concerns. Arrives to work on time and ready for the workday.
	
	

	Customer Service
Listens, identifies and responds quickly and effectively to internal and external customers’ needs; adjusts greetings and tone based on the customer; demonstrates good verbal and written communication; ensures each customer interaction is positive and respectful; goes beyond customer expectations and follows up to ensure customer satisfaction; anticipates and assists in preventing problems; demonstrates self-confidence and positive attitude. If unable to assist, refers customer to someone who can; informs supervisor of any customer issues. Adheres to professional standards in personal appearance and dress.
	
	

	Teamwork
Successfully works with others to achieve desired results; contributes to team projects; exchanges ideas, opinions; seeks to clarify and confirm the accuracy of their understanding of unfamiliar or vague terms and instructions; helps prevent, resolve conflicts; develops and fosters positive working relationships; is flexible, open-minded; promotes mutual respect; helps team solve problems.
	
	 

	Safety
Understands and adheres to A.S. risk and safety policies and procedures; adheres to the Injury & Illness Prevention Program; complies with safety and workers’ compensation reporting procedures; communicates areas of safety and risk to immediate supervisor and/or Area Director.
	
	

	Staff Management
Provides clear verbal and written instructions and descriptions of job standards and performance expectations; provides necessary training to assist employee in meeting job requirements; supports and encourages employees to achieve performance and personal development goals; ensures employees are held accountable for performance results and counsels employees on a regular basis, providing timely feedback and/or corrective action when necessary.
	
	


Section B – Overall Rating & Comments
	□ Exceeds Expectations
□ Meets Expectations
□ Needs Improvement
□ Unacceptable 
	


Employee Acknowledgement: I certify that my supervisor has discussed this document with me. My signature does not necessarily signify that I agree with the assessment. 
____________________________________________

____________________________________________
Employee Signature





Supervisor Signature
___________________________



___________________________


Date







Date
____________________________________________








Director Signature








___________________________










Date




Section C – Employee Comments (Feedback can be provided in the box below, attached in a separate document, emailed to the supervisor or emailed directly to Human Resources.)
	


