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	May 31, 2012


for Appraisal Period Ending

	
	


Name
Title

	


Department

Overall Purpose of the Position: 

	


Appraisal Ratings:

· Exceeds Expectations (consistently performs above expectations in all areas)
· Meets Expectations (overall performance is good and solid. May exceed expectations in some areas)
· Does Not Meet Expectations (performance has not met key responsibilities and requires improvement)

	KEY RESPONSIBILITIES
	APPRAISAL

	Skill Development (to include things such as):

· Keeps necessary skills and knowledge current for all work and tasks. Keeps computer skills current. 

· Expresses interest in technology that can assist the department/center achieve its service goals by continuously upgrading skills to meet changing requirements of the job. 

· Develops interpersonal skills.
	Overall rating and supporting narrative:

	Standards of Conduct (to include things such as):

· Attendance and punctuality

· Supports departmental initiatives and goals.

· Complies with Liberal Arts and departmental policies & procedures, the University’s Handbook of Operating Procedures, and all other University and System rules and regulations.
	Overall rating and supporting narrative:

	Job Tasks (list individual tasks with brief description)

Task 1:
	For each task, give a rating and provide supporting narrative:

Task 1:

	Task 2:
	Task 2:

	Task 3:
	Task 3:

	Task 4:
	Task 4:


To add additional rows for additional tasks, put cursor in the last row and hit Tab.

OVERALL PERFORMANCE APPRAISAL

In the space below, please provide a rating and summary of the employee's overall performance. In determining the overall rating, please consider the ratings in each key responsibility and, if applicable, the percent time or weight of each key responsibility. 

Please also note specific areas of performance where improvements can be made and describe the Performance Action Plan for addressing any performance deficiencies and the scheduled follow-up dates on the plan. 

Ratings:

· Exceeds Expectations (consistently performs above expectations in all areas)

· Meets Expectations (overall performance is good and solid. May exceed expectations in some areas)

· Does Not Meet Expectations (performance has not met key responsibilities and requires improvement)

	Overall Rating and Comments:



	 FORMCHECKBOX 

	This is a position of special trust.  

For more information, please visit https://www.utexas.edu/vp/it/policies/uts165/specialtrust.


Evaluator Information

	
	


Name
Title

	
	


Signature
Date of Discussion of Appraisal with Employee

Employee Information

	
	


Name
Title

	
	


Signature
Date of Discussion of Appraisal with Supervisor

CHAIR/DIRECTOR REVIEW

In the space below, please enter any comments on this evaluation (optional)

	

	
	
	

	Chair/Director Name
	Date
	Signature


EMPLOYEE COMMENTS

In the space below, please enter any comments on this evaluation (optional)

	

	
	


Employee Signature
Date of Comments
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