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Performance Review and Development System

	Name:        
	DU ID:       

	Position:      

 FORMTEXT 
     
	Department:       

	Hire Date:        
	Review Period:       
	Reviewed By:      
	Ext.:       


General Directions:

The employee and the manager have an equal responsibility to contribute to the information contained in this review.  Both shall agree on the job responsibilities, job goals, and the related standards against which actual performance will be compared.  The completion of this document will be the result of a review discussion between the employee and the supervisor on its contents.  The review can be typed or handwritten.

Overall Performance Measurement Explanation:

NI
NEEDS IMPROVEMENT—Has not met agreed-to objectives.  Requires improvement in performance to be a positive contributor to the University.

PC
Demonstrates a POSITIVE CONTRIBUTION to the University—Is a valued member of the team and the organization who achieved agreed-to objectives, fulfilled the responsibilities of the job, whose hard work and effort is evident, and who is fully involved in the activities of the job.

EP
Demonstrates EXCEPTIONAL PERFORMANCE—In addition to making a positive contribution to the University, as defined above, consistently exceeds agreed-to objectives and the responsibilities of the job in a way, which has a significant, positive impact on the quality of the University’s strategic plan, systems, and way of doing business.

NE
NOT EVALUATED—May be applicable to a particular job duty/responsibility or job goal, but must not be used as an overall measurement.  If used in measurement a particular job duty/responsibility or job goal, the manager must explain this measurement.

Secondary Numerical Measurement Explanation:

This is an optional measurement system.  Below the Primary Measurements are numbers to use if the reviewer wishes to break down the measurement further.  These measurements translate into what is essentially a high or low rating for the Primary Measurement indicated.

	Essential Duties and Responsibilities

From current job description list key responsibilities which will be evaluated this review period.
	Performance Standards

For each duty and/or responsibility selected for review, list the performance standard, which tells how the duty and/or responsibility are to be performed.
	Actual Performance
Give a brief, representative description of the employee’s actual performance during the review period.
	Measurement
Using the scale above, compare performance to standards set. 
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	Job Goals

Goals to be accomplished during this review period.
	Goal Standards

For each goal list the performance standard, which tells how well the goal, was performed.
	Actual Performance

Give a brief, representative description of the employee’s actual performance during the review period.
	Measurement
Using the scale above, compare performance to standards set.
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	Improvement Plan(s)

For any NI (needs improvement) measurement given, describe what will be done to improve performance, the date(s) the improvement is due, and who will be involved.

	Plan
	Due Date
	Responsible Person

	     
	     
	     

	Development Plan(s)

Describe what will be done to help the employee pursue his/her own career goals.  Include the date(s), action, and who will be involved.

	Plan
	Due Date
	Responsible Person

	     
	     
	     


	Overall Measurement and Narrative Comments

	Measurement:
 FORMCHECKBOX 
PC
 FORMCHECKBOX 
EP
 FORMCHECKBOX 
NI

	Descriptive/Narrative Comments:

     

	Employee’s Signature:        

Date:       


By signing this form, employee verifies receipt only, not whether employee agrees/disagrees with this review.
Manager’s Signature:       

Date:       


Department Head’s Signature:       

Date:       


Signature is required on all overall measurements of “EP” and “NI”

	Employee’s Comments to Overall Measurement (optional)

	     


	Employee Comment Section

In order for you to participate in the evaluation of your performance and development, it is essential that you complete this section and return it to your supervisor prior to your review discussion.  A thoughtful and straightforward assessment can help establish open communication, equity, and a fair exchange of ideas between you and your supervisor.

	What aspects of your current assignments do you enjoy & find challenging?

     

	What are some career goals you would like to achieve?

     

	Additional Comments:

     


Performance Review

Page 6 of 6

