(FORM 2)

	The University Of Texas At Austin
Annual Performance Appraisal of Supervising Staff
For Classified Personnel and non-teaching professional staff

	I.  PERSONAL INFORMATION

	For Appraisal Period Ending:
	     

	Employee Name:
	     

	Title:
	     

	Department:
	     

	II.  OVERALL PURPOSE OF THE POSITION

	     

	III.  RATING SCALE

	Guide for Assessment:
3  
-
Performance exceeds expectations; demonstrates consistent mastery and expertise in performance.

2.5  
-
Demonstrates consistent proficiency and effectiveness in performance.

2  
-
Performance meets expectations; demonstrates competence in performance.

1.5  
-
Demonstrates competence in some aspects of performance, but not all.

1  
-
Performance does not meet expectations; does not demonstrate competence in performance.

	IV.  ASSESSMENT

	
	RATING

	GENERAL ASSESSMENT
	Self
	Supervisor

	Responds appropriately to requests for assistance
	     
	     

	Available when expected to be
	     
	     

	Meets deadlines and commitments
	     
	     

	Communicates clearly and constructively
	     
	     

	Plans, prioritizes and organizes work appropriately
	     
	     

	Broad understanding of job
	     
	     

	Considered as a source of knowledge by others
	     
	     

	Accurate and thorough
	     
	     

	Flexible and adapts well to change
	     
	     

	Listens actively and responds appropriately
	     
	     

	Respectful, courteous and supportive of others
	     
	     

	
	RATING

	LEADERSHIP ASSESSMENT
	Self
	Supervisor

	Fosters open communication
	     
	     

	Encourages teamwork and group achievement
	     
	     

	Responsible risk taking, creative problem solving & innovative thinking
	     
	     

	Fosters respectful work environment
	     
	     

	Helps resolve workplace conflicts
	     
	     

	Develops work plans and establishes goals
	     
	     

	Delegates responsibility and authority to most suitable level
	     
	     

	Manages resources (including staff) to maximize efficiency and effectiveness
	     
	     

	Establishes and clearly communicates realistic performance expectations
	     
	     

	Uses coaching and regular feedback effectively to improve staff performance
	     
	     

	Recognizes employee’s contributions and successful performance
	     
	     

	Establishes realistic budget plans and demonstrates fiscal accountability
	     
	     

	KEY RESPONSIBILITIES ASSESSMENT
	RATING

	List up to 5 key responsibilities for consideration of the current performance review. Describe areas where you have grown significantly, obstacles encountered in fulfilling the expectations of your position and goals/expectations for the next fiscal year.
	Self
	Supervisor

	1.
     
	     
	     

	2.
     
	     
	     

	3.
     
	     
	     

	4.
     
	     
	     

	5.
     
	     
	     

	V.  OVERALL PERFORMANCE APPRAISAL

	(This section to be completed by Supervisor)
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.

	Overall Rating and Comments:

     



Many jobs are positions of Special Trust since the employees filling them have access to Category-I data.  For more info on Special Trust and/or Category I data go to http://www.utexas.edu/vp/it/policies/uts165/specialtrust.php. 


The position for which this appraisal is being completed  FORMCHECKBOX 
 is or  FORMCHECKBOX 
 is not a position of Special Trust. 

If this is a position of Special Trust, compliance procedures call for the completion of a new form each year. As part of this annual appraisal process, all Special Trust employees should log on to http://www.utexas.edu/vp/it/policies/uts165/specialtrust.php 

and complete a new form. Questions should be directed to the Chief Information Security Officer.    
	VI.  supervisor/Evaluator acknowledgement

	Name of Evaluator/Supervisor:
	     

	Title:
	     
	Signature:
	

	This performance appraisal was discussed with the employee on:
	     
[date]

	vIi.  EMPLOYEE ACKNOWLEDGEMENT

	Name of Employee:
	     

	Title:
	     
	Signature:
	

	This performance appraisal was discussed with the employee on:
	     
[date]

	VIII.  MANAGEMENT REVIEW

	Enter any comments on this evaluation (optional):
     


	Department Head:
	     

	Signature:
	
	Date:       

	IX.  EMPLOYEE COMMENTS

	Enter any comments on this evaluation (optional).  Your comments are part of the appraisal and will be included in your personnel file.
     


	Signature:
	

	Comments provided on:
	     
[date]
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