SUPERVISORY/PROFESSIONAL      (Form 1)                                                                 PERFORMANCE EVALUATION                             
	Employee Name
	Job Title
	Evaluation Date

	
	
	

	Supervisor’s Name
	Supervisor’s Title
	Due Date

	
	
	


	PART A: PERFORMANCE PLANNING

Key Job Responsibilities

In order of priority, list the top 3 to 5 job responsibilities of this position or attach the current job description.

	

	

	

	

	

	

	

	

	

	


	PART B: GOAL STATEMENTS/ REVIEW/ EVALUATION

List 3 to 5 key goals to be accomplished -- short statements of expectation which specify outputs (what is to be produced) and standards (quality, quantity, cost, timeliness) will usually suffice.  Conduct mid-year review of progress; provide year-end evaluation.  Note accomplishments, goal modification, areas for improvement, in performance review/evaluation.

	Goal Statement


	Review/Evaluation

	Goal Statement


	Review/Evaluation

	Goal Statement


	Review/Evaluation

	Goal Statement


	Review/Evaluation

	Goal Statement


	Review/Evaluation


	PART C: CRITICAL SUCCESS FACTORS

	

	Instructions: Identify the Critical Success Factors (job behaviors) which are relevant to the job.  If a pre-selected behavior is not applicable to the job, please indicate such by utilizing “N/A”.  

	List additional Critical Success Factors that you feel are important but are not listed below; list and define additional behaviors in the space designated “Other”.  For more complete definitions and additional job behavior descriptions, please refer to the Critical Success Factors provided under separate cover.  Assess each relevant job behavior, specifying both areas of strength and, if applicable,  areas for improvement. 

	Supervisory/Professional Critical Success Factors - Review/Evaluation

	1. Planning & Organizing: Establishes courses of action for

oneself and/or others that are appropriately comprehensive

and effective in meeting short- and long-term goals.


	Review/Evaluation

	2. Manages Execution: Assigns responsibilities; delegates

and empowers others to accomplish assignments; when 

necessary, coordinates work efforts; monitors progress; gets

things done.
	Review/Evaluation

	3. Judgement & Decisiveness: Makes timely and sound

decisions based upon logical presumptions and which reflect

factual information; understands the short- and long-term 

consequences when making decisions.
	Review/Evaluation

	4. Quality-of-Service Orientation: Makes effort to listen to  

and understand internal/external customers, anticipates their

needs and gives top priority to their satisfaction; displays 

sensitivity to their sense of urgency.
	Review/Evaluation

	5. Performance Planning & Management: Provides clear 

direction and priorities; consistently measures results; gives 

timely feedback and helpful coaching.


	Review/Evaluation

	6. Fosters Teamwork: Accomplishes tasks working with 
others, building effective teams committed to organization
goals; fosters collaboration among team members 
and among teams.
	Review/Evaluation

	7. Initiative: Sets high goals/standards of performance for 

self and/or others; actively attempts to influence events; takes

action beyond explicit job responsibilities.


	Review/Evaluation

	8. Oral Communications: Effectively gives and receives in-

formation; clearly presents ideas/tasks to groups/individuals;

actively listens to others demonstrating attention to and understanding of expressed comments and concerns.
	Review/Evaluation

	9. Other (Please Define)

	Review/Evaluation

	10. Other (Please Define)

	Review/Evaluation

	11. Other (Please Define)

	Review/Evaluation

	OVERALL PERFORMANCE EVALUATION

	Consider what has been accomplished -- Goals from Part B -- and how job responsibilities and key goals were accomplished -- Critical Success Factors from Part C, summarizing performance results below.  


	Demonstrated Strengths:



	Areas for Improvement:




	Using the following standards, please evaluate the overall job performance, selecting the description that most closely identifies the overall performance:

	

	_____  Exceeds Expectation: Performance and results frequently exceeded the position’s requirements and expectations.  All planned goals were achieved above established standards.  The performance behavior was consistent with the selected Critical Success Factors.  The contributions made improved the effectiveness of the department or unit. 

	

	_____  Achieves Expectations:  Performance and results met all position requirements and expectations.  Planned goals were achieved within acceptable standards.  There may have been some accomplishments which exceeded expectations and some areas where results did not fully meet expectations.  Similarly, the performance behavior is generally consistent with the selected Critical Success Factors.  On balance, this is a good performer. 

	

	_____  Needs Improvement:  Performance and results met some, but not all the position’s requirements and expectations.  The need for further development and/or improvement is recognizable.  The performance behavior demonstrated is occasionally consistent with the selected Critical Success Factors.  Sustained progress and improvement are required.  

	

	_____  Unacceptable: Performance and results are not acceptable.  The position’s requirements and expectations have not been met.  Performance must improve to an acceptable level or additional corrective action will be taken, up to and including possible discharge.  

	PART D: INDIVIDUAL DEVELOPMENT PLAN

	

	Working with the staff member, establish plans, with time frames for accomplishment, designed to develop and/or improve skills.  Development activities may include formalized training, seminars, on-the-job assignments, self-development, etc.  Be certain to take into consideration areas of demonstrated strengths and areas for improvement (Overall Performance) when developing this plan.  


	Development Plan:




	Employee Comments:



	The University expects all employees to perform their job responsibilities in a safe and ethical manner, in compliance with federal and state regulations and in adherence to the University’s Code of Conduct (http://codeofconduct.wustl.edu/) and the Employee Safety and Health Policy found in the Supervisor Policy and Procedure manual under section VI Employment Rights and Responsibilities. 

            Please check this box to signify that supervisor and employee have discussed compliance with these standards along with compliance with other standards that may be specific to the department/school.




APPROVALS

	PREPARED BY:


	TITLE:
	DATE:

	REVIEWED BY:


	TITLE:
	DATE:

	EMPLOYEE SIGNATURE:


	DATE:


(EMPLOYEE’S SIGNATURE DOES NOT NECESSARILY CONSTITUTE AGREEMENT WITH THIS EVALUATION)
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