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NC State University 
EHRA Non-Faculty Performance Evaluation Template
Employee Performance Rating Categories:

Consistently meets and exceeds standards (exceeds) - An employee who regularly exceeds supervisor's expectations in performance.

Consistently meets standards (meets) - Employee meets a high percentage of supervisor's expectations and exhibits strengths to exceed standards.

Approaches meeting standards (approaches) - is approaching supervisor's expectations (employee new to a position) or shows signs of meeting expectations.  Specific steps should be developed to assist employee in meeting expectations.

Below standards (below) - Does not meet supervisor's expectations.  An immediate and specific performance improvement program is needed in order to continue in position.

Not applicable (NA) – If a category does not apply because of the limits of the job description, put “NA” in "exceeds" section and draw a line through other categories.

I.A.
Evaluation for July 2015 – June 2016
	
	Employee

Self Rating
	Supervisors

Rating
	

	Tasks, Duties,
and Responsibilities
	Exceeds
	Meets
	Approaches
	Below
	Exceeds
	Meets
	Approaches
	Below
	Comments*
(initial all comments)

	Dependability:  Extent to which employee can be counted on to complete assigned tasks, meet position objectives, and have good attendance.
	


	
	
	
	
	
	
	
	

	Communication Skills:  Conveys and receives verbal and written information clearly and concisely.  Listens and considers opinions from others.
	
	
	
	
	
	
	
	
	

	Team Member:  Advances goals of team above self-interests with supportive, cooperative and positive behavior.
	


	


	
	
	
	
	
	
	

	Planning/Organizing:  Determines what needs to be done and plans time wisely.  Prioritizes those needs relative to importance and deadlines.  Completes tasks on time.
	
	
	
	
	
	
	
	
	

	Work Quality:  Meets job standards relative to accuracy and thoroughness of work.
	

	
	
	
	
	
	
	
	

	Supervisory Skills:  Effectively directs, motivates, supports and develops skills of those supervised.  Evaluates staff.  Administers praise and criticism fairly.
	


	
	
	
	
	
	
	
	

	Leadership:  Assumes responsibilities.  Takes risks to bring about constructive change.  Leads by example in ways that earn respect of others.
	
	
	
	
	
	
	
	
	

	Delegation:  Entrusts others with the authority to act.  Creates an environment where staff are given responsibility for achieving results.  Establishes channels for communicating progress and providing feedback.
	
	
	
	
	
	
	
	
	

	Overall Evaluation:  Consider the employee’s total job performance from information listed.
	
	
	
	
	
	
	
	
	


*If supervisor and employee rating are different-please indicate the consensus rating in the comment section.
I.B.
Other Goals, Accomplishments & Expectations 
	1.
Goals

	
	

	

	2.
Professional Development

	
	

	

	3.
Continuing Education

	
	

	

	4.
Presentations

	
	

	

	5.
Compliance Related Expectations from this year

	
	

	

	6.
Compliance Related Expectations for next year

	
	

	

	7.
Other

	


Goals & Plans
II.A.
Personal goals/plans including resources, if any, you will require to attain these goals:

II.B.
Department goals/plans:

II.C.
General Supervisor Comments and Endorsements

1.
Describe any other self-development efforts that this person should consider in order to reach his/her full potential.

2.
Employee’s Section

	This appraisal was discussed with me on 
	

	
	Date



Comments:

	Signature 
	

	
	Employee


3.
Supervisor’s Comments:

	Date
	
	Signature
	

	
	
	
	Supervisor
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