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PERFORMANCE EVALUATION

PERFORMANCE EVALUATION

 FORMCHECKBOX 
 Limited Appointee     FORMCHECKBOX 
 Academic Staff    FORMCHECKBOX 
 University Staff (Continuous, Project, or Temporary)   

	Employee Name:      
	Title: 

	Department:  
	Date:  

	Review Period:        FORMCHECKBOX 
 3 Month      FORMCHECKBOX 
 6 Month      FORMCHECKBOX 
 Academic Year (9M)      FORMCHECKBOX 
 *Annual     FORMCHECKBOX 
 Other 

	Supervisor Name: 
	Campus:  FORMCHECKBOX 
 Oshkosh     FORMCHECKBOX 
 Fox     FORMCHECKBOX 
 Fond du Lac


* The standard annual review period for employees is the calendar year (January – December) unless otherwise noted by the supervisor. Completed forms are due to the Office of Human Resources by March 1st of the following year. 
	Section A: Essential Job Functions

	A position’s essential job functions can be found by looking at the position description. The essential job functions are not the day-to-day tasks, chores, duties and assignments that consume all of the hours spent in the job. Those are considered activities. The major functions are the reasons we do all of those activities.

	Essential Job Functions (with sample responsibilities):

	1.      

	Level of Performance:        FORMCHECKBOX 
 Exceeds Expectations                            FORMCHECKBOX 
 Meets Expectations    

                                               FORMCHECKBOX 
 Making Progress on Expectations       FORMCHECKBOX 
Unsatisfactory

	Describe Outcomes Achieved:      

	Opportunities for Growth and Development:      

	

	2.      

	Level of Performance:        FORMCHECKBOX 
 Exceeds Expectations                            FORMCHECKBOX 
 Meets Expectations    

                                               FORMCHECKBOX 
 Making Progress on Expectations       FORMCHECKBOX 
Unsatisfactory

	Describe Outcomes Achieved:      

	Opportunities for Growth and Development:      

	

	3.      

	Level of Performance:        FORMCHECKBOX 
 Exceeds Expectations                            FORMCHECKBOX 
 Meets Expectations    

                                               FORMCHECKBOX 
 Making Progress on Expectations       FORMCHECKBOX 
Unsatisfactory

	Describe Outcomes Achieved:      

	Opportunities for Growth and Development:      

	

	4.      

	Level of Performance:        FORMCHECKBOX 
 Exceeds Expectations                            FORMCHECKBOX 
 Meets Expectations    

                                               FORMCHECKBOX 
 Making Progress on Expectations       FORMCHECKBOX 
Unsatisfactory

	Describe Outcomes Achieved:      

	Opportunities for Growth and Development:      

	

	5. Projects or tasks as needed or assigned in order to be responsive to the department, unit, division, or University needs:       

	Level of Performance:        FORMCHECKBOX 
 Exceeds Expectations                            FORMCHECKBOX 
 Meets Expectations    

                                               FORMCHECKBOX 
 Making Progress on Expectations       FORMCHECKBOX 
Unsatisfactory

	Describe Outcomes Achieved:      

	Opportunities for Growth and Development:      


	Section B: UW Oshkosh Core Competencies

	The core competencies of UW Oshkosh are the skills, attributes, proficiencies, technical knowledge, and abilities necessary for a UW Oshkosh employee. A supervisor may include competencies developed by the department/unit in addition to the existing core competencies.

	1. Job Knowledge and Technical Skills

	Demonstrates proficiency in technical and job knowledge aspects of the position to achieve a high level of performance; possesses an ability and desire to learn. Starts with the position description and identifies the “big rocks” of the position – the half dozen or so most important tasks, duties, outcomes, or responsibilities of the position

	How Often Competency is Used:  FORMCHECKBOX 
Nearly Always      FORMCHECKBOX 
 Generally      FORMCHECKBOX 
 Sometimes      FORMCHECKBOX 
 Seldom

	2. Self-Awareness and Professional Development

	Proactively looks for opportunities to develop own skills and related behaviors in areas of expertise in an effort to maximize performance and effectiveness

	How Often Competency is Used:  FORMCHECKBOX 
Nearly Always      FORMCHECKBOX 
 Generally      FORMCHECKBOX 
 Sometimes      FORMCHECKBOX 
 Seldom

	3. Communication and Personal Effectiveness

	Effectively communicates with stakeholders to share and express information in an ethical and forthright manner

	How Often Competency is Used:  FORMCHECKBOX 
Nearly Always      FORMCHECKBOX 
 Generally      FORMCHECKBOX 
 Sometimes      FORMCHECKBOX 
 Seldom

	4. Customer Orientation

	Empathetically seeks understanding of what stakeholders require and expect and uses available resources, policies and opportunities in their best interest without compromising institutional values

	How Often Competency is Used:  FORMCHECKBOX 
Nearly Always      FORMCHECKBOX 
 Generally      FORMCHECKBOX 
 Sometimes      FORMCHECKBOX 
 Seldom

	5. Collaborating and Partnership

	Effectively develops relationships and collaborates with all stakeholders; values teamwork and applies a variety of strategies to meet the needs of a diverse constituency

	How Often Competency is Used:  FORMCHECKBOX 
Nearly Always      FORMCHECKBOX 
 Generally      FORMCHECKBOX 
 Sometimes      FORMCHECKBOX 
 Seldom

	6. Achievement Orientation

	Has a strong sense of urgency about proactively solving problems and getting work done; gains support for ideas, proposals, projects and solutions, takes initiative 

	How Often Competency is Used:  FORMCHECKBOX 
Nearly Always      FORMCHECKBOX 
 Generally      FORMCHECKBOX 
 Sometimes      FORMCHECKBOX 
 Seldom

	7. Leadership

	Demonstrates institutional responsibility, administrative skill, as well as a commitment to and a vision for public service; demonstrates ability to achieve positive outcomes by encouraging, supporting, coaching, developing, and mentoring others

	How Often Competency is Used:  FORMCHECKBOX 
Nearly Always      FORMCHECKBOX 
 Generally      FORMCHECKBOX 
 Sometimes      FORMCHECKBOX 
 Seldom

	8. Departmental Core Competencies

	Description:      

	How Often Competency is Used:  FORMCHECKBOX 
Nearly Always      FORMCHECKBOX 
 Generally      FORMCHECKBOX 
 Sometimes      FORMCHECKBOX 
 Seldom

	Summary of All Competencies 

	Describe outcomes achieved for all competencies:      

	Opportunities for growth and development for all competencies:      


	Section C: Goals & Accomplishments

	This section should be used to review goals from the past performance review period and to set goals for the next performance review period. Employees can consider how they could strengthen their performance, more successfully complete a major responsibility, more frequently utilize a competency, or further their career. 
This portion of the evaluation is also designed to highlight any special projects or major accomplishments that were achieved outside of standard job duties. Examples may include major projects or initiatives of a considerable time duration, efforts during times of critical need, or accomplishments that led to significant cost reductions or savings to a unit or generated new revenue. 

	Goals & Accomplishments Statement: 

	     


	Section D: Supervisor and Employee Statement 

	The supervisor is expected to write a statement summarizing the employee’s performance. The employee has the option of writing a statement about their performance or in reaction to the supervisor summary.

	Supervisor Summary: 

	     

	Employee Comments: 

	     


	Section E: Overall Rating

	 The overall rating should be used to indicate the final, overall assessment of the employee’s performance over the past review period. The information in Sections A-D on this form should be taken into consideration when assessing overall performance.  

	Rating:  

	 Unsatisfactory Performance – Employee has not demonstrated solid performance and fails to meet the minimum expectations for the position. Significant improvement is needed. 
 Solid Performance - Employee competently performs most or all aspects of the job on a consistent basis. At times may exceed expectations. The most recent performance review ratings are generally “meets expectations” or higher and employee proficiently demonstrates competencies on a regular basis. 
 Extra-Meritorious Performance – Demonstrates very high level of performance in most or all areas of responsibility. Frequently exceeds performance expectations and demonstrates competencies at a high level. 

 Outstanding Performance – Rare, superior performance. Typically evidenced by a significant effort beyond the fulfillment of all job duties and normal expectations of the position – effort that is major, key or vital to the unit and that resulted in a significant positive impact or productivity gain.



	Signatures: Obtain all signatures before routing to Human Resources

	By signing this performance evaluation, the employee agrees that they have reviewed and discussed it with the immediate supervisor. If not in concurrence with this document, the employee has the option of attaching a written response or completing Section D.

	Employee          
	Date

	Supervisor
	Date

	Director; Dean; Asst./Assc. Vice Chancellor
	Date

	Vice Chancellor
	Date


Instructions
1. Supervisor and employee update position description if necessary; attach most current position description to evaluation (and email electronic copy to hroffice@uwosh.edu) if any changes have been made
2. Supervisor and employee each identify major accomplishments/achievements of the employee over the time period. Employee are encouraged to use the form to complete their own self-evaluation and submit it to their supervisor prior to the performance meeting. 
3. Section A: Supervisor identifies key job responsibilities for the employee from the position description (usually four to six in number) and discusses performance in each of these key areas; determine areas for growth and improvement.

4. Section B: Supervisor and employee review the UW Oshkosh core competencies and supervisor identifies any that are particularly vital to employee’s job; additional departmental/unit core competencies can be added. Supervisor and employee determine those competencies that need improvement during the next review period.

5. Section C: Supervisor and employee review goals from the past review period and set new goals for the next review period. Any major accomplishments outside of normal job duties should also be captured in this section. 
6. Section D: Supervisor writes a summary statement regarding the employee’s performance. The employee can write a statement in response to the review (optional).

7. Section E: Supervisor gives one overall rating for the employee based on performance over the past review period. Information in all sections of the performance evaluation should be taken into consideration. 
8. All appropriate parties sign the performance evaluation and return completed materials to the Human Resources. For annual reviews, the form is due to HR by March 1st. 

Explanation of Ratings Scale in Section A: 
· Exceeds Expectations: Quality of work exceeds established standards or expectations. Where quantity is a factor, the amount produced is far above what is required or expected. Performance at this level is not typical but achievable. 

· Meets Expectations: Performance fully satisfies the requirements of the essential function which is expected from well-qualified, experienced, and properly motivated employees. Goals and objectives, expected results and/or special assignments are achieved.
· Making Progress on Expectations: Employee is making progress on standard(s) established for the essential function. Work may still be of variable quantity, quality, or inconsistent with standard(s). Goals and objectives are not consistently achieved but improvement is noted.
· Unsatisfactory: Performance fails standards established for the essential job function. Significant performance improvement and/or correction is necessary.

Goal Guidelines


When writing a goal, consider the following:

· What is the desired outcome? Try to be specific and think about an outcome that is realistic.

· What will the employee do to achieve it? Consider listing steps to achieving the goal.

· What will the supervisor do to achieve it? Consider listing steps to achieving the goal.

· When will the desired outcome be reached?

· Why is this outcome desirable? What is the benefit to the employee, department or unit?
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