
Performance Planning and Summary 

	Name:      
	Employee’s Title:      

	Department:      
	Date of  Review:     

	Supervisor’s Name:      
	2nd Level Reviewer: Human Resources

	Period Covered :  From  ​_________________________  To ___________________________

	Please mark one of the following:        Annual Evaluation (     )            Probationary Evaluation (   _) ______


	Section 1: Performance Rating Definitions


	

	 Commendable  (C) 
Performance frequently exceeds job requirements.   Accomplishments show initiative and are consistently above expected levels.  Performance above expected levels is sustained and uniformly high.  Comments with specific examples of work performed above expected levels required.


	Fully Meets Expectations  (FM)
Performance clearly and fully meets all the requirements of the position in terms of quality and quantity of work.  This rating reflects a determination that the employee creates a solid and positive contribution to the department.  While minor deviations may occur, they were counterbalanced by performance beyond expectations such that the overall level of performance meets all position requirements.



	 Learning Curve  (LC)
Employee is new (or relatively new) to the position and exhibits appropriate progress in the course of learning the job functions or responsibilities of a new position.  Employee is performing as expected.

Needs Development  (ND)
Performance is noticeably less than expected.  Employee may generally meet most job requirements, but struggles to fully meet them all.   The need for further development and improvement is recognized. Comments with examples required.
Unsatisfactory  (U)  

Performance must improve substantially within a reasonable period of time if the individual is to remain in this position.  The employee is not meeting the job requirements.   This rating requires the employee to be placed on probation for a specified period of time with a formal Performance Improvement Plan. Comments with examples are required.
PLEASE NOTE:
BEFORE MEETING WITH EMPLOYEE, PLEASE SEND EVALUATION TO HUMAN RESOURCES FOR REVIEW. (SEE SECTION 5)


	


	Section 2: Competency Assessment


Directions: Using the performance rating definitions provided, please fill out the competency assessment by checking the appropriate box for each competency. Provide comments using examples of actual behavior, and, if appropriate, a development plan for each competency listed below.  If a competency does not apply to this position, you may select N/A. To place a “X” in the appropriate box, double click on the box and change the value to “checked.”
	A. Job Performance Competencies
	
	
	
	

	
	C
	FM
	LC
	ND
	U 
	N/A

	1. Quality of Work


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Extent to which work produced reflects job knowledge to meet requirements of accuracy, thoroughness, effectiveness, dependability and consistency of work; ability to communicate, give and receive information in a timely and accurate fashion.

	Comments:



	
	C
	FM
	LC
	ND
	U 
	N/A

	2. Quantity of Work/Organization/

    Time Management


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	The volume of satisfactory work produced under a normal condition and in relation to established standards.  Extent to which employee demonstrates the ability to accomplish work assignments in an orderly, timely manner; ability to manage time by establishing priorities and developing work plans.

	Comments:



	 
	C
	FM
	LC
	ND
	U 
	N/A

	3. Service Orientation/Cooperation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Extent to which employee demonstrates interest and enthusiasm in their work; promotes cooperation, collaboration and flexibility with customers, faculty, students, parents, staff and/or others in the work environment. Extent to which an employee actively creates and enhances a diverse environment; extent to which the employee encourages openness toward all people through engaging in the diversity of ideas and respect for differences.

	Comments:



	


	
	C
	FM
	LC
	ND
	U 
	N/A

	4. Application of Technology
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Extent to which the employee demonstrates knowledge and understanding of current technologies (web, Microsoft Office, Blackboard, etc.) and actively incorporates them into meeting job responsibilities and/or to increase effectiveness. 

	Comments:



	
	C
	FM
	LC
	ND
	U 
	N/A

	5. Judgment/Problem Solving
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Extent to which decisions and actions are made based on sound reasoning and weighing of outcomes, in support of organizational goals and priorities. Extent to which employee generates and implements creative and/or original approaches to addressing problems and overcoming obstacles.

	Comments:



	
	C
	FM
	LC
	ND
	U 
	N/A

	6. Dependability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Extent to which an employee can be counted on to be on the job and maintain focus on job responsibilities throughout the day and fulfill commitments made to others within the organization. 


	Comments:



If employee does not function in a supervisory role, please skip to Section 3.
	B. Manager/Supervisory Competencies (only for Staff with Supervisory Responsibilities)


	
	C
	FM
	LC
	ND
	U 
	N/A

	7. Coaching/Staff Development
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Extent to which employee recognizes performance strengths and limitations of subordinates and effectively helps them overcome their limitations and achieve their maximum potential.   Extent to which they provide timely and constructive feedback and effectively use performance management tools.  Serves as a positive role model to their staff.  

	Comments:


	


	
	C
	FM
	LC
	ND
	U 
	N/A

	8. Resource Stewardship
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Extent to which employee responsibly uses fiscal and human resources to meet unit objectives; looks for opportunities to improve services within present allocations of fiscal and human resources; effectively monitors and measures work processes and outcomes.

	Comments:


	


	
	C
	FM
	LC
	ND
	U 
	N/A

	9. Problem Analysis/Decision Making
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Extent to which employee diagnoses problem situations or conditions; obtains and verifies needed information; identifies alternatives and trade-offs; solves problems rather than symptoms; develops and recommends realistic solutions; quickly settles disciplinary problems; recognizes and deals with signs of employee unrest; effectively resolves employee relations issues; turns complaints into opportunities; projects objectivity; willing to make difficult and unpopular decisions as appropriate; anticipates and resolves conflicts.

	Comments:


	


	
	C
	FM
	LC
	ND
	U 
	N/A

	10. Commitment to Diversity
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Extent to which employee respects different cultural and religious beliefs, creates an inclusive, welcoming environment, and recognizes the importance and value of individual and cultural diversity in developing effective teams.   Extent to which the supervisor engages in affirmative efforts to address underutilization, adverse impact and other diversity issues.

	Comments:



	


	Section 3: Overall Performance Summary  



Directions:  Supervisor checks the appropriate assessment box
	A.  Performance Assessment – Indicates supervisor’s overall assessment of performance for the year.


	Commendable  (C) 


	 FORMCHECKBOX 

	

	Fully Meets Expectations  (FM)


	 FORMCHECKBOX 

	

	Learning Curve  (LC)


	 FORMCHECKBOX 

	

	Needs Development (ND)

	 FORMCHECKBOX 

	

	Unsatisfactory  (U)  

	 FORMCHECKBOX 

	


	Section 4: Supervisor’s Comments


	Supervisors should address what went well and what might have been improved or gone differently.   Examples of topics for this narrative include, but are not limited to, contribution to goals (individual, departmental and/or University), accomplishments, professional development and/or other performance factors not covered in previous comments on this form.


	Section 5:   Second Level Review – SEND TO HUMAN RESOURCES


EMAIL ANNUAL EVALUATION TO Candace Whaley at whaley_ce@mercer.edu (or 90 day PROBATIONARY EVALUATION TO Ashley Bowden bowden_al@mercer.edu) FOR REVIEW/COMMENT BEFORE MEETING WITH THE EMPLOYEE.  
	Section 6: Review of Position Description Questionnaire (PDQ)   



Directions: Employee and Supervisor review employee’s position description questionnaire (PDQ) and, based on that interview, check one of the following:

 FORMCHECKBOX 

We believe that the PDQ accurately reflects the employee’s current responsibilities.

 FORMCHECKBOX 

We found no PDQ but will send the completed PDQ in electronic format to HR.

 FORMCHECKBOX 

We updated the PDQ to more accurately reflect the employee’s current responsibilities and will                                          
forward in electronic format to HR.
PLEASE DO NOT SEND A PRINTED COPY OF THE PDQ.  ELECTRONIC COPIES ONLY.
	Section 7: Individual Goals, Initiatives, and Priorities for Upcoming Fiscal Year


Directions:  Please complete the section below listing individual goals for next year linked to the department’s goals. Goals should be aligned with individual actions and provide for the development of skills, abilities and competencies of the individual. The action should specifically identify what the individual should do to accomplish the goal, including specific new skills or training required.  Progress towards achieving these goals will be a part of next year’s evaluation.
	Goals for Individual Skill Development

Example: Expand knowledge of Excel 
Example: Facilitate development of skills for first line supervisors 
                
	Related Actions

Example: Enroll in Excel training course and apply to job functions.
Example:  Survey supervisors regarding training needs.  Develop training curriculum to meet at least one of those needs.



	
	


	


	Section 8: Employee’s Comments


	Section 9: Signatures


Employee

I have reviewed this document, including the position description questionnaire (PDQ), with my supervisor. My signature indicates that I have completed these discussions, but does not necessarily imply agreement.  Any areas of additional comments are noted in Section (8).

Name (please print): ____________________________________________
Signature: _____________________________________________________          Date: ______________

Supervisor
Name (please print): ____________________________________________
Signature: _____________________________________________________          Date: ______________
**AFTER EMPLOYEE AND SUPERVISOR HAVE SIGNED ABOVE, MAIL THE ORIGINAL HARD COPY EVALUATION TO HUMAN RESOURCES.**
Revised January 2009

