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                          Employee ID#: _____________________________
                                                                                                               Employee ID#: _____________________________

Performance Evaluation for University Support Staff
Employee Name/Department:      
Review Period (MM/DD/YY): From       To       

Position Number & Job Title:       

Review Type:  FORMDROPDOWN 
 

Supervisor:      
Position Knowledge and Skills
Evaluate the degree to which the employee demonstrates competence with methods, procedures, standard practices and techniques applicable to this position and the degree to which the employee demonstrates understanding of KU policies, procedures, goals and purpose as required for this job. Competence may have been acquired by formal training, education and/or experience.
· Exceptional (Demonstrates exceptional knowledge and/or skills in the most complex job aspects)

· Exceeds Expectations (Demonstrates better than average knowledge and/or skills) 

· Meets Expectations (Demonstrates adequate knowledge and/or skills) 

· Unsatisfactory (Does not demonstrate required knowledge and/or skills to perform certain job duties) 
Your Rating is:  FORMDROPDOWN 

Comments: (Required for Exceptional or Unsatisfactory ratings) 
     
Quantity of Work
Evaluate the productivity of the employee, considering the working conditions.
· Exceptional (Completes tasks ahead of schedule, seeks additional tasks, recognized as a "peak performer") 
· Exceeds Expectations (Completes most tasks ahead of schedule, above-average output) 
· Meets Expectations (Completes majority of work within time limits, meets productivity goals) 
· Unsatisfactory (Does not complete work within time limits, generally unsatisfactory output) 
Your Rating is:  FORMDROPDOWN 

Comments: (Required for Exceptional or Unsatisfactory ratings) 

     
Quality of Work
Evaluate the overall quality of work produced by the employee in accordance with requirements for accuracy, completeness, and attention to detail. 

· Exceptional (Produces work of the highest quality, rarely makes errors) 

· Exceeds Expectations (Produces high quality work with few errors) 

· Meets Expectations (Produces satisfactory work with an acceptable number of errors)

· Unsatisfactory (Produces unacceptable or marginal work with excessive errors) 
Your Rating is:  FORMDROPDOWN 

Comments: (Required for Exceptional or Unsatisfactory ratings) 
     
Working Relationships with Co-Workers 
Evaluate the demonstrated effectiveness of working relationships with supervisor and co-workers.

· Exceptional (Consistently communicates and works well with co-workers) 

· Exceeds Expectations (Frequently communicates and works well with co-workers)

· Meets Expectations (Generally communicates and works acceptably with co-workers) 

· Unsatisfactory (Contributes to ineffective communication with co-workers) 
Your Rating is:  FORMDROPDOWN 

Comments: (Required for Exceptional or Unsatisfactory ratings) 

     
Customer Focus 
Evaluate the demonstrated effectiveness of working relationships with customers and the employee's focus on "customer" service. A customer may be a KU student, KU employee, work unit, or an individual not formally associated with KU. 

· Exceptional (Consistently anticipates and meets the needs of customers, consistently communicates well and works well with customers) 

· Exceeds Expectations (Frequently anticipates the needs of customers, generally communicates well and works well with customers) 

· Meets Expectations (Meets customer needs, communicates acceptably and works acceptably with customers) 

· Unsatisfactory (Fails to meet customer needs, contributes to ineffective communication with co-workers and customers) 
Your Rating is:  FORMDROPDOWN 

Comments: (Required for Exceptional or Unsatisfactory ratings) 

     
Leadership 
(Required for supervisors and optional for lead workers, project managers and others) Influences, supports and Evaluate the productivity of the employee, considering the working conditions.  Please indicate N/A in the comments if it does not apply. 

· Exceptional (Consistently contributes to a motivational work environment, leads by example, makes timely and effective decisions, uses resources wisely, delegates effectively, consistently demonstrates and encourages effective communication, consistently treats workers professionally) 

· Exceeds Expectations (Frequently encourages staff development, promotes departmental initiatives, makes effective decisions, uses most resources wisely, often delegates, fosters effective communication, demonstrates professional treatment of workers) 

· Meets Expectations (Supports co-workers, makes good decisions, generally uses resources wisely, delegates routine tasks, demonstrates acceptable communication skills, treats workers well) 

· Unsatisfactory (Neglects co-workers' needs, makes poor decisions for the unit, uses resources poorly, does not delegate appropriately, demonstrates poor communication skills, discourages workers or fails to treat them professionally) 
Your Rating is:  FORMDROPDOWN 

Comments: (Required for Exceptional or Unsatisfactory ratings) 

     
Summary of Evaluation 
Evaluation Factor        
          
    Rating 

Position Knowledge 



 FORMDROPDOWN 

Quantity of Work 




 FORMDROPDOWN 

Quality of Work 




 FORMDROPDOWN 

Working Relationships with Co-Worker(s)
 FORMDROPDOWN 

Customer Focus 




 FORMDROPDOWN 

Leadership (required for some positions) 
 FORMDROPDOWN 

Goal/Job Objectives Achievement 
Goal #       Objective  FORMDROPDOWN 

Goal #       Objective  FORMDROPDOWN 

Goal #       Objective  FORMDROPDOWN 

Goal #       Objective  FORMDROPDOWN 

Goal #       Objective  FORMDROPDOWN 

Was the employee given the opportunity to complete the Staff Feedback for Performance Evaluation form?

 FORMDROPDOWN 

Overall Performance Rating by Supervisor
Consider the employee's input from the "Staff Feedback for Performance Evaluation" form regarding his/her performance, your rating for each of the evaluation factors and your evaluation of goal achievement, plus any optional evaluative comments to determine the overall performance rating. The overall rating must be consistent with these evaluation factors. From the following choices, select the single statement that best describes the employee's overall performance during the rating period. 

Your Rating is:  FORMDROPDOWN 

Comments by Supervisor (Required) 
Summarize your assessment of the employee's performance during the rating. Include comments on individual strengths that contributed to successful performance and/or comment on areas that need attention to strengthen performance.
     
Comments by Employee (Optional) 
     
Signatures 
I understand my signature indicates only that I have read and discussed this performance evaluation with my supervisor. 

It does not necessarily mean that I agree with the rating. 

____________________________________ ______________________ 

Employee Signature                                                                         Date 

____________________________________ _______________________ 

Supervisor Signature                                                                        Date 

____________________________________ ________________________ 

Reviewer (Optional for Department Chairs or Directors)                 Date
A permanent employee may appeal any evaluation rating other than "Exceptional" up to 7 calendar days after signing the evaluation. Appeal must be made in writing on forms available from HR/EO Web site at http://www.hreo.ku.edu/ . Evaluation ratings recorded with the State of Kansas will be condensed into one of three ratings allowed by the State: Exceptional, Satisfactory, or Unsatisfactory. The KU ratings of "Exceeds Expectations" and "Meets Expectations" will be condensed into the State's rating of "Satisfactory."
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