Performance Appraisals

Monday, February 23, 2004

Following are sample of Performance Appraisals from a variety of sources. At the end of these appraisals is an article from the International Personnel Management Association on the Balanced Scorecard Approach to Measure Organizational Performance:

CONFIDENTIAL

PRINCETON UNIVERSITY

      STAFF PERFORMANCE APPRAISAL 

FORM A

The purpose of this appraisal form is to provide a written record for the staff member and his or her supervisor on the nature of the former’s job and his or her performance in it.  Supervisors are urged to be frank in their evaluations both for the benefit of the staff member and for the accuracy of this appraisal record.  This appraisal will become a part of the staff member’s personnel file.

Staff Member


Job Title


Department/Office

Supervisor


Appraisal Period

Date of Appraisal

Sections I, II and III are to be completed by the supervisor.

I. MAJOR RESPONSIBILITIES.  List the major responsibilities of the staff member’s position in approximate order of importance.




II. APPRAISAL OF PERFORMANCE.   Place  a check (() next to a listed responsibility to indicate you are satisfied with his/her performance in that area.

III. SUPERVISOR COMMENTS  Supplement your appraisals in Section II by commenting on outstanding performance and/or significant achievements.  Improvement in performance since the last appraisal should also be noted in this section.

Sections I, II & III should be discussed with the staff member prior to competing the remainder of the form. Any amendment arising out of the discussion should be incorporated above.
IV. SUPERVISOR COMMENTS.  Briefly describe problems in performance of specific job responsibilities or any other problems related to the work of the individual in your organization.  Based upon your discussion with the staff member, specify how improvement might be made.

Supervisor:  sign and give form to staff member.

V. STAFF MEMBER COMMENTS.  This section may be left blank or it may be used to comment in support of or in disagreement with appraisals and observations recorded on this form.  Note other relevant aspects of your job or performance.


Staff member:  sign and return form to your supervisor


Date
         within 48 hours of its receipt.
VI. REVIEWER’S SIGNATURE.  The signature of the rater’s supervisor indicates that he or she has read the completed
      Staff Performance Appraisal.

Return form to the rating supervisor.

EXTENSION EDUCATOR EVALUATION FORM 
Person being evaluated
Check if Self-Evaluationaaaaaaaaaaaaaaaaaaaa

How often do you have Plan of Work related contact with this person? 


JOB PERFORMANCE RATING CATEGORIES:
CE 
Cannot Evaluate

0 
Very Unsatisfactory:
Far below job requirementsmmmmmmmmmmmmmmmmmmmmmm

1 
Needs Improvement:
Below Job requirements

2 
Satisfactory: 
Fulfills job requirements

3 
More Than Satisfactory: 
Above job requirements

4 
Exceptional: 
Far above job requirements

 
Rating

1. Develop and implement educational programs specified in the county Plan of Work under the supervision of the Program Leader.

 

 

 
_______

2. Involve the County Extension Advisory Council and other advisory and support groups, agencies, organizations, co-workers and specialists in the educational program development process as appropriate.

 

 

 
_______

 

3. Establish and maintain a system for recruiting, training and involving volunteer leadership to assist in developing and implementing Extension educational programs and activities, where appropriate, and in accordance with the Volunteer Management System.

 

 

 
_______

 

4. Cooperate with colleagues to develop, implement, evaluate and support interdisciplinary programs. 

 
_______

 

 

 

5. Cooperate with colleagues to develop, implement and evaluate multi-county or statewide programs when such efforts enhance quality and are cost effective.

 
_______

 

 

 

6. Efficiently and effectively respond to requests for educational information.

 

 

 
_______ 

 

 

7. Make effective use of the media and computer/electronic technology in disseminating timely educational information to the public. 
_______

 

 

 

8. Seek external funding when such action enhances educational program efforts to meet program priorities.

 

 
 

_______ 

 

 

 

9. Develop and implement marketing strategies to promote UNH Cooperative Extension and Extension programs in accordance with Extension's policies.

 

 
 

_______ 

 

 

 

10. Support Extension programs and the total UNHCE organization through participation on internal and external boards and committees at the state and multi-state levels.

 
 

_______ 

 

 

11. Prepare concise, accurate and timely reports as required by UNH Cooperative Extension, the County Extension Advisory Council, government and others. 

 

 
 

_______ 

12. Develop and implement a Professional Development Plan for the purpose of maintaining competence in subject matter, teaching methods, leadership and organizational skills.

 

 
 

_______ 

 

13. Provides input in the evaluation of specialists and other Extension staff.

 

 
_______

 

14. Consistently fulfills duties in full compliance with UNH Cooperative Extension Affirmative 

Action and EEO policies.
 

_______ 

 

GENERAL COMMENTS: (Attach additional sheets if needed)

 

 

 

 

 

 

 

 

 

 

 

 

 

Form completed by: ______________________________________________________________________
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COUNTY OFFICE ADMINISTRATOR EVALUATION FORM
Person being evaluated
Check if Self-Evaluationaaaaaaaaaaaaaaaaaaaa

How often do you have Plan of Work related contact with this person? 


JOB PERFORMANCE RATING CATEGORIES:
CE 
Cannot Evaluate

0 
Very Unsatisfactory:
Far below job requirementsmmmmmmmmmmmmmmmmmmmmmm

1 
Needs Improvement:
Below Job requirements

2 
Satisfactory: 
Fulfills job requirements

3 
More Than Satisfactory: 
Above job requirements

4 
Exceptional: 
Far above job requirements

 
Rating

1. Encourages good working relationships among staff, orients new employees, holds monthly staff conferences, and conveys information from the Director's office.

 

 

 
_______  

2. Maintains regular communication and a good working relationship with the Program Leader Liaison.

 

 

 
_______  

 

 

3. Oversees the hiring, training, supervision, workload and evaluation of support staff.

 

 

 
_______ 

 

 

4. Provides leadership in promoting effective communication and working relationships with Extension Advisory Council, County Commissioners and Delegation, other units of the University system and other agencies, organizations, institutions and the general public.

 

 

 
_______  

 

5. Works with County Advisory Council and Commissioners in maintaining appropriate office space.

 

 

 
_______  

6. Ensures adequate supplies and oversees the purchase, insuring, maintenance, inventory and disposal of equipment. 
_______  

 

 

 

7. Provides leadership in developing, presenting, defending, expending and accounting for the county budget. As appropriate, arranges for annual budget audit.

 

 

 
_______  

 

 

8. Provides quarterly budget reports to each staff member before presenting to the County Advisory Council.

 

 

 
_______  

 

 

9. Facilitates the expenditure of any end-of-year surplus funds in consultation with staff, County Advisory Council and County Commissioners.

 

 

 
_______ 

 

 

10. Maintains necessary documentation and ensures compliance with affirmative action, civil rights, equal employment opportunity and public notification policies.

 

 

 
_______  

 

 

11. Coordinates the training of new County Advisory Council members in cooperation with the Director's office.

 

 

 
_______  

 

 

12. Provides leadership to the county staff in identifying and prioritizing county needs and in interdisciplinary program planning, implementation and evaluation.

 

 

 
_______  

 

 

LIST ANY COMMENTS OR RECOMMENDATIONS BELOW:
Form Completed by: ____________________________________________________________________

Date 

EXTENSION SPECIALIST EVALUATION FORM
Person being evaluated
Check if Self-Evaluationaaaaaaaaaaaaaaaaaaaa

How often do you have Plan of Work related contact with this person? 


JOB PERFORMANCE RATING CATEGORIES:
CE 
Cannot Evaluate

0 
Very Unsatisfactory:
Far below job requirementsmmmmmmmmmmmmmmmmmmmmmm

1 
Needs Improvement:
Below Job requirements

2 
Satisfactory: 
Fulfills job requirements

3 
More Than Satisfactory: 
Above job requirements

4 
Exceptional: 
Far above job requirements

 

 
Rating

1. Develop and implement educational programs specified in the state Plan of Work under the supervision of the Program Leader.

 

 
_______ 

 

2. Assess statewide needs and issues in the area of subject matter specialty and prepare situational data as a basis for program development.

 

 
_______ 

 

3. Involve Extension colleagues, clientele groups and others in identifying educational program priorities in the subject matter specialty. 
_______ 

 

 

4. Provide leadership to field staff and affiliated groups in the development, implementation and evaluation of Cooperative Extension education programs. 
_______ 

 

5. Cooperate with colleagues to develop, implement, evaluate and support interdisciplinary programs. 
_______ 

 

 

 

6. Develop a statewide Plan of Work and annual updates in concert with field staff, specialists, advisory councils, clientele groups, the Program Leader, and others.

 

 
_______ 

7. Provide training and serve as a resource person to field staff, volunteers and others in the area of subject matter specialty.

 

 
_______ 

 

8. Contribute to the overall strength of UNH's educational and research programs through collaboration with resident instruction and research faculty.

 

 

 
_______ 

 

 
 

9. Cooperate with colleagues to develop, implement and evaluate multi-state educational programs when such efforts enhance quality and are cost-effective. 
_______ 

 

 

10. Establish and maintain a system for recruiting, training, and involving volunteer leadership to assist in developing and implementing Extension educational programs and activities, where appropriate, and in accordance with the Volunteer Management System. 
 

 

_______ 

 

 

11. Seek external funding when such action enhances educational program efforts to meet program priorities. 
_______ 

 

 

12. Make effective use of the media and computer/electronic technology in disseminating timely educational information to the public. 
_______ 

 

 

13. Establish and maintain liaison and cooperate with affiliated Federal and State agencies, groups and organizations. 
_______ 

 

 

14. Support Extension programs and the total UNHCE organization through participation on internal and external boards and committees at the state, regional or national level as appropriate.

 
_______ 

 

 

15. Develop and implement marketing strategies to promote UNH Cooperative Extension and Extension programs in accordance with Extension policies. 
_______ 

 

 

16. Prepare concise, accurate and timely reports as required. 
_______

 

17. Develop and implement a Professional Development Plan for the purpose of maintaining competence in subject matter specialty area, teaching methods, leadership and organizational skills. 
_______ 

 

 

 

18. Provide input into the evaluation of field staff and other Extension staff. 
_______ 

 

 

19. Consistently fulfill duties in full compliance with UNH Cooperative Extension Affirmative Action and EEO policies. 

 
_______ 

GENERAL COMMENTS: (attach additional sheets if needed)

 

 

 

Form Completed by 

Performance Appraisal Form
Social Security No. 

Name: 

Job Title: 

College: 

Div/Dept: 

How Long The Employee Has Been In This Position: 

Appraisal Period From to 

The University Mission 
The University of Vermont and State Agricultural College blends the academic heritage of a private university with service missions in the land-grant tradition. Vermont's only university-level institution of higher education directs its resources toward t he provision of excellence in instruction, innovation in research and scholarship, and public service to the citizens of the state, nation and world. As befits a small but comprehensive university, the curricula in UVM's undergraduate, graduate, continuin g education and professional programs integrate the principles of liberal education to enhance the personal, professional, and intellectual growth of its students. Through a widespread spirit of inquiry and investigative rigor, UVM's faculty, staff and st udents participate in extending humankind's knowledge of self and environment. In its special partnership with the citizens of Vermont, the University of Vermont contributes analysis and definition to the human, social, technological, managerial, cultural , environmental and educational issues of the State. 

Division/Department Mission (Complete this section with your division/department mission statement) 

  

The performance appraisal is a communication tool designed to support each individual's contribution to the University. The appraisal provides a way to measure skills and accomplishments with reasonable accuracy and uniformity. It provides a way to help identify obstacles to top performance. It should help identify areas for professional growth. It should not, however, be considered the supervisor's only communication tool. Open lines of communication throughout the year help to make effective working relationships. 

 Each employee is entitled to a thoughtful and careful appraisal. Its success depends on the supervisor's willingness to complete a constructive and objective assessment, and on the employee's willingness to respond to constructive criticism and to work with the supervisor to overcome performance barriers. 

 If more space is needed for any section, additional pages may be attached to this form. 

Part I GOALS 

 Goals Specific to the Individual During the Assessment Period 

 1. Goal 

a. extent of accomplishments and achievements 

b. areas for growth and/or improvement 

2. Goal 

a. extent of accomplishments and achievements 

b. areas for growth and/or improvement 
  

3. Goal 

a. extent of accomplishments and achievements 

b. areas for growth and/or improvement 
  

Future Goals for the Individual 

 1. Goal 

a. objective of the goal 

b. resources and support required (i.e., course work, other training, equipment, supervisor access or funding) 
  
  

2. Goal 

a. objective of the goal 

b. resources and support required (i.e., course work, other training, equipment, supervisor access or funding) 
  
  

3. Goal 

a. objective of the goal 

b. resources and support required (i.e., course work, other training, equipment, supervisor access or funding) 
  
  

Part II PERFORMANCE CATEGORIES 

1. WORK QUALITY 
Standard: Provides accurate, thorough, professional work regularly. 
  
  

2. JOB KNOWLEDGE 
Standard: Well-informed and educated in performing to the level expected for the job. 
  
  

3. NEW KNOWLEDGE 
Standard: Seeks new knowledge, applies it to the job and shares it with others. 
  
  
  
  

4. ORGANIZATION & PLANNING 
Standard: Organizes, plans, and forecasts work skillfully to meet job needs. 
  
  

5. ANALYSIS & JUDGMENT 
Standard: Analyzes problems skillfully; uses logic and good judgment to reach solutions. 
  
  

6. DEPENDABILITY & CONSISTENCY 
Standard: Personally responsible, steadfast and can be called upon for difficult and pressured challenges. 
  
  

7. COMMUNICATION 
Standard: Communicates knowledge clearly, accurately and thoroughly. 
  
  

8. LISTENING SKILLS 
Standard: Listens attentively and responds thoughtfully to needs, goals and aspirations. 
  
  

9. INTERPERSONAL SKILLS 
Standard: Works well with others; gets things done with people, and keeps information lines open at all levels. 
  
  

10. INITIATIVE 
Standard: Helps to determine the needs of the work place; helps all to meet the goals. 
  
  

11. TEAMWORK 
Standard: Coordinates own work with others, seeks opinions, values working relationships. 
  
  

12. RESOURCE USE 
Standard: Effectively uses human resources and funds available to accomplish the job. 
  
  
  
  

13. SERVICE-CENTERED WORK 
Standard: Regularly seeks to provide quality service to achieve customer satisfaction. 
  
  

14. AFFIRMATIVE ACTION & DIVERSITY SUPPORT 
Standard: Demonstrates a responsible commitment to affirmative action and diversity. 
  
  

15. ATTENDANCE & PUNCTUALITY 
Standard: Regularly present and punctual. 
  
  
  

16. SAFETY & HEALTH OBSERVANCE 
Standard: Regularly attentive to safety and health regulations. 
  
  
  

Part III OVERALL COMMENTS 
Comments (if not enough space for employee, reviewer, and/or supervisor's comments, please use additional pages and attach to this performance appraisal) 

 1. Supervisor's Overall Comments: 
 

  
  
  

Satisfactory____ Unsatisfactory_____ (required only for employees represented by collective bargaining agreement) 
  

Print Supervisor's Name:__________________________ 
Supervisor's Signature:___________________________ 
Date:______________ 

 2. Reviewer's Comments: 

  
  

Print Reviewer's Name 
Reviewer's Signature 
Date 

 3. Employee's Comments: 
  

Print Employee's Name 
Employee's Signature* 
Date 


*Acknowledges only receipt of copy of performance appraisal and opportunity to respond. Does not mean agreement or disagreement. 


Taken from the University of Vermont, http://www.uvm.edu/~uvmhr/paform.html   
  

The following article is from the International Personnel Management Association - HR (IPMA-HR) January 10, 2002 HR Bulletin:

HR Glossary Term- Using the Balanced Scorecard to Measure Organizational 

Performance 

One of the hallmarks of leading-edge organizations - be they public or private - has been the successful application of performance measurement to gain insight into, and make judgments about, the organization and the effectiveness and efficiency of its programs, processes, and people. However, leading organizations do not stop at the gathering and analysis of performance data. Rather, these organizations use performance to drive improvements and successfully translate strategy into action. In other words, they use performance measurement for managing their organizations. 

Organizations that distinguish themselves usually: 

Have agreed-upon measures that managers understand 

Balance financial and non-financial measurements of performance 

Link strategic measures to operational ones 

Update their "scorecard" regularly; and 

Clearly communicate measures and progress to all employees. 

What is the Balanced Scorecard? The Balanced Scorecard (BSC) is a tool that translates an organization's mission and strategy into a comprehensive set of performance measures that provide the framework for a strategic measurement and management system. It is basically a visual representation of an organization's strategy. The BSC is designed to focus an organization's efforts to deliver results. The BSC is a way of : 

Measuring organizational, business unit or department success 

Balancing long-term and short-term actions 

Balancing different measures of success - Financial, Customer, Internal

Business Processes, Human Resources Systems & Development (learning and

growth), and 

A way of tying strategy to action measures 

The role of the Human Resources Department in a measurement organization should be to indicate how much each employee contributes to the organization - such as revenue generated minus the cost of salary, benefits and training. The HR department needs to look at the rest of the enterprise as its customer. It can achieve this by developing the human capital within the organization, which it can measure by setting up its own balanced scorecard strategy. People management is an important function of the HR Department and can play an important role in an organizations' financial performance as well as the service it offers its customers. People management includes managing recruitment & selection, turnover issues, employee benefits, and acting as an information resource in HR issues for the organization. The HR department can also respond proactively to the organizations needs by evaluating the strategies of the different departments as well as what their goals are and evaluating ho w the HR department can help the different departments meet their goals particularly as they relate to employee issues. 

There are five characteristics that distinguish truly effective approaches

to measuring human performance: 

1. Lead from the front - Leaders exercise a kind of gravitational pull on behavior. 

2. Use integrated measures - A measurement approach that does not touch employees at all levels on a day-to-day basis is not likely to be effective. 

3. Keep it simple and personal - e.g. individual performance assessment. 

4. Build measurement into culture - Integrate measurement into the organization's culture. 

5. Be honest - Keep promises made to employees.

In implementing a balanced scorecard system an organization goes through four-phases: 

Strategic Focus - Refine and commit to the organizations' strategy Assessment - 4 steps are involved in this phase 

a) Audit measures 

b) Develop new measures as needed 

c) Apply new measures 

d) Analyze and report

Change Planning and Implementation - Implement improvement plans

Continuous Improvement – 

a) Track metrics 

b) Continue improvement 

c) Revisit scorecard cascade. 

There are several barriers to establishing an effective measurement system: 

Unclear objectives 

Unjustified trust in informal feedback systems 

Entrenched management systems 

Too many measurement systems within an organization 

The Balanced Scorecard system is an important tool for organizations because a strong measurement foundation, leads to a better managed, disciplined, and more successful organization. 

