GENERAL INSTRUCTIONS FOR COMPLETING THE 

EMPLOYEE PERFORMANCE EVALUATION

I.
EMPLOYEE PERFORMANCE EVALUATION OVERVIEW:
A.
Purpose

The Employee Performance Evaluation Program is a valuable management tool.  By objectively evaluating all aspects of performance and providing constructive feedback, a supervisor can greatly enhance the overall development of an employee.  This program also helps supervisors to better understand their employee(s), encourages two-way communication and significantly impacts morale. 

Evaluations are to be a positive process; a time of  reflection to help objectively assess strengths and weakness, and enhance individual and Vanguard University effectiveness.

This evaluation process is designed to help supervisors and employees focus on the employee’s specific job responsibilities and performance.  Always use facts.  Your evaluation should communicate accomplishments, offer solutions to problems, and set future goals for the employee’s performance.  It should reinforce expected behaviors and explain the consequences of not meeting performance expectations.

Each staff employee is to be evaluated (insert time period established by Staff Affairs).
B.
Preparing the Employee Performance Evaluation

When preparing the Staff Employee Performance evaluation, it is important to remember the following points:

· An evaluation of performance is an essential element in the effort to discern giftedness in a Christian community.

· Be fair and consistent in imposing performance standards and be fair in measuring performance.

· All evaluations should constitute a fair, honest, and candid assessment of an employee’s performance and, where appropriate, must be extremely honest.  If an employee’s continued employment is in jeopardy, this fact must be stated.

· Other supervisors with whom the employee has had routine contact should be consulted before the evaluation is completed.

The written Performance Evaluation should not be a surprise to an employee.  Performance Evaluations are anon-going process that not only include the formal written review, but the coaching and counseling sessions conducted with the employee throughout the year.  A supervisor should always provide feedback to an employee regarding their performance whenever the situation dictates it.

II.
HOW TO COMPLETE THE EMPLOYEE PERFORMANCE EVALUATION: 
Complete all sections of the Employee Performance Evaluation form.

A.
Select the Employee's Overall Level of Performance:
Indicate the employee’s overall level of performance in the stated box.  Read the following Definition of Ratings and use them to aid you in making your selection.

Definition of Ratings:

· Exceeds Expectations: Employee clearly exceeds the level of performance and contributions required by the job; performance is consistently characterized by exceptionally high quality work that leaves little or nothing to be desired.  Even in senior level positions, this category should not be the average rating.  This rating should be reserved for individuals who make an extraordinary contribution to the organization.

· Fully Meets Expectations: Employee demonstrates full performance of requirements of the job; the individual displays consistently high quality and quantity of work; their judgements are sound and they demonstrate knowledge and mastery of their positions.  It is expected most employees will attain this rating.

· Progressing Towards Expectations: Employee meets some of the expectations of the job; however, has not encountered or mastered all job activities.  May include new employees in the process of learning the job.  This is a rating that indicates improvement is needed.  An improvement plan should be developed.  

· Does not meet Expectations: Employee is not performing acceptably; overall performance is consistently below the expected level.  Failure to correct noted performance problems will result in disciplinary action up to and including termination.
B.
Describe the Employee's Primary Duties and Responsibilities:
All jobs have several Primary Job Duties. In this section, describe the employee’s primary duties and responsibilities. These duties and responsibilities must accurately describe and reflect the overall job responsibilities of the employee commensurate with the employee’s job classification.

C.
Position Objectives/Performance Against Objectives:
Describe the performance results for the objectives you and the employee developed for the previous 12 month period.  The employee’s performance must be measured against the previously-stated objectives.  This should include specific incidents of examples of demonstrated performance by the employee.  In cooperation with the employee, develop several short or long term objectives the employee will be responsible to complete over the next 12 to 24 months.  These may be listed on a separate document and retained within the department as a living, working document until the next evaluation period.

D.
Performance Evaluation:
Describe the employee's overall performance by evaluating the employee’s assigned responsibilities, specific objectives, employee’s accomplishments and effectiveness in their position.  This section summarizes the employee’s overall past performance and documents any aspect of that performance which should be emphasized.  An employee’s strengths and/or weaknesses are described focusing in on such areas as job skills, job knowledge, abilities, and behaviors.

E.
Employee’s Performance Behaviors:
Complete the Employee’s Performance Behaviors section of the form by using the Definition of Ratings outlined above in Section A.

F.
Development Plan:
In conjunction with the employee, complete the Development Plan section.  The Development Plan section should be completed by the supervisor and employee after their performance evaluation discussion.  Appropriate plans include employee concentration on specific areas to improve performance; specific supervisory plans to continue employee development; and an employee career interest discussion.  The discussion of employee developmental interests does not constitute a commitment by Vanguard University or the employee.

G.
Employee’s Comments:
This section provides the employee an opportunity to make statements regarding the performance evaluation and development plan or to indicate items which may have been overlooked in the evaluation.

After the Employee Performance Evaluation has been completed and signed, make a copy for your departmental file, provide a copy to the employee, and forward the original Employee Performance Evaluation to the Human Resources Office.
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	Employee Performance Evaluation


	Today's Date
	  /  /                                                                            
	Date of Hire 
	  /  /  
	Date of Prior Performance Review
	  /  /  

	Last Name
	                                                   
	First Name
	                                                 
	Middle Init.
	  

	Social Security #
	   -  -    
	Office/Department
	           

	Classification Title
	                                                                                 
	Salary Range
	  
	Step
	 FORMDROPDOWN 



	A.  Select the Employee's Overall Level of Performance (Check One):
	 FORMCHECKBOX 
  Does Not Meet Expectations

 FORMCHECKBOX 
  Progressing Towards Expectations

 FORMCHECKBOX 
  Fully Meets Expectations

 FORMCHECKBOX 
  Exceeds Expectations


	B.  Describe the Employee's Primary Duties and Responsibilities:

	     



	C.  Position Objectives
	Performance Against Objectives

	     
	     


	D.  Performance Evaluation:

      Performance is evaluated by comparison of assigned responsibilities, specific objectives, and the employee's accomplishments and

      effectiveness on reviewed position.

	     



	E.  Employee's Performance Behaviors:

      Consider the employee's performance behaviors in the following areas and select the appropriate rating by clicking on the box.

	Interpersonal Skills (Check One):
Consider the employee's interaction with peers, treatment of students, and outside contacts.
	 FORMCHECKBOX 
  Does Not Meet Expectations                  FORMCHECKBOX 
  Fully Meets Expectations

 FORMCHECKBOX 
  Progressing Towards Expectations      FORMCHECKBOX 
  Exceeds Expectations

Comments:      

	Flexibility/Initiative (Check One):
Consider the employee's ability to handle unexpected situations; ability to accept and carry out work; ability to make constructive work suggestions. 
	 FORMCHECKBOX 
  Does Not Meet Expectations                  FORMCHECKBOX 
  Fully Meets Expectations

 FORMCHECKBOX 
  Progressing Towards Expectations      FORMCHECKBOX 
  Exceeds Expectations

Comments:      

	Teamwork/Cooperation (Check One):
Consider the employee's ability to get along with others; team orientation. 
	 FORMCHECKBOX 
  Does Not Meet Expectations                  FORMCHECKBOX 
  Fully Meets Expectations

 FORMCHECKBOX 
  Progressing Towards Expectations      FORMCHECKBOX 
  Exceeds Expectations

Comments:      

	Leadership (Check One):
Consider the employee's willingness to accept the lead role in projects; skills shown to lead others without domination. 
	 FORMCHECKBOX 
  Does Not Meet Expectations                  FORMCHECKBOX 
  Fully Meets Expectations

 FORMCHECKBOX 
  Progressing Towards Expectations      FORMCHECKBOX 
  Exceeds Expectations

Comments:      

	Attendance/Punctuality (Check One):
Consider the employee's overall attendance report record; ability to arrive to work on time and work a full day without early departures.
	 FORMCHECKBOX 
  Does Not Meet Expectations                  FORMCHECKBOX 
  Fully Meets Expectations

 FORMCHECKBOX 
  Progressing Towards Expectations      FORMCHECKBOX 
  Exceeds Expectations

Comments:      


	F.  Development Plan:

      This section is completed by the supervisor and employee; appropriate plans include: concentration on specific areas to improve

      performance, specific supervisory plans to continue employee development, and employee career interest discussion.

	     



	G.  Employee Comments:

	



Supervisor's Signature








Date













Employee's Signature








Date





Responsible Administrator’s Signature






Date




After the Employee Performance Evaluation has been completed and signed:

· Make a copy for your departmental file.

· Provide a copy to the employee.

· Forward the original Employee Performance Evaluation to the Human Resources Office.
	Human Resources Office

	
	Initials
	
	Date
	

	Reviewed:
	
	
	
	

	Entered:
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