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PERFORMANCE APPRAISAL PROCESS INSTRUCTIONS

Performance Appraisal Process Purpose

The purpose of the performance appraisal is to track an employee’s progress in a job over the course of a year and then develop a plan of action for the next year. It is meant to be a collaborative process between the supervisor and the employee.

This performance appraisal system incorporates competencies, job essential function, and goals.

There are two parts to the Performance Appraisal process.

PART 1:	COMPETENCY PLANNING/APPRAISAL WORKSHEET

The Competency Planning/Appraisal Worksheet allows supervisors to set competency expectations for specific job positions. The competency requirements and proficiency levels for the job are communicated and appraised though the worksheet.

PART II:	PERFORMANCE APPRAISAL

The purpose of the instrument is to track an employee’s progress in a job over the course of a year.  It is meant to be a collaborative document between the supervisor and the employee.


PART 1:	COMPETENCY PLANNING/APPRAISAL WORKSHEET

The Competency Planning/Appraisal Worksheet allows supervisors to set competency expectations for specific job positions. 

Instructions for completing the worksheet

IMPORATANT
**Before beginning the worksheet, you must turn the Macros on. **
· Upon opening the document, a blue Security Ribbon should appear at the top of the page that says “Macros have been disabled.”
· Click the button titled “OPTIONS”
· Select “ENABLE THIS CONTENT” and then click OK


Employee Information Sheet

Fill in the gray boxes with the appropriate information. (Date format: MM/DD/YY)
Click “NEXT” to proceed

Select Competencies
On this page, select the check box for the competencies that are associated with the employee’s position. (these should match the competencies listed on the Job Profile)
After all of the competencies have been selected, click “NEXT”.

Contribution Level
FIRST— click the “REFRESH PAGE” button to the right of the sheet. This will populate the page with the competencies selected on the previous sheet.
On this sheet, the selected competencies will be assigned an appropriate contribution level. This denotes the level at which the supervisor expects the employee to perform each competency. 
Competency Contribution Levels
Awareness--Person has an awareness or basic understanding of the knowledge, skills, and abilities associated with the competency, but would not actually possess the knowledge, skills, and abilities to perform the competency in difficult or complex situations.

Intermediate--Person has more than an awareness or basic understanding of the knowledge, skills, and abilities associated with the competency, and actually possess some of the knowledge, skills, and abilities to perform the competency in difficult or complex situations.

Advanced--Person has an advanced understanding of the knowledge, skills, and abilities associated with the competency and actually posses much of the knowledge, skills, and abilities to perform the competency in difficult or complex situations. 

Expert--Person is more than advanced in the knowledge, skills, and abilities associated with the competency, and actually possess all of the knowledge, skills, and abilities to perform the competency in difficult or complex situations. 

After selecting the contribution levels click “NEXT”.
**From this point on the competencies and the corresponding contribution level will not need to be changed.

Mid-Year Evaluation

FIRST, click the gray and pink “REFRESH PAGE” button to the right of the sheet. This will populate the page with the competencies and contribution levels selected on the previous sheets.
This sheet will be filled out by the employee first, and then supervisor. These are the ratings that will be used:
Blind Spot—Person does not have an awareness or basic understanding of the knowledge, skills, and abilities associated with the competency
Awareness—Person has an awareness or basic understanding of the knowledge, skills, and abilities associated with the competency, but would not actually possess the knowledge, skills, and abilities to perform the competency in difficult or complex situations.
Intermediate—Person has more than an awareness or basic understanding of the knowledge, skills, and abilities associated with the competency, and actually possess some of the knowledge, skills, and abilities to perform the competency in difficult or complex situations.
Advanced—Person has an advanced understanding of the knowledge, skills, and abilities associated with the competency and actually posses much of the knowledge, skills, and abilities to perform the competency in difficult or complex situations. 
Expert—Person is more than advanced in the knowledge, skills, and abilities associated with the competency, and actually possess all of the knowledge, skills, and abilities to perform the competency in difficult or complex situations.
The employee rates themselves on each competency, based on the level they are expected to perform (contribution level), and the level at which they are performing.
The employee may use the comment area for any questions or comments they may have for their supervisor.
After the employee has completed the form, the supervisor will rate the employee based on the level they are expected to perform (contribution level), and the level at which they are performing.
The supervisor may use the comment area to respond to the employee comments or to explain any ratings. 

Final Evaluation

**For a more thorough analysis of the employee’s progress, it may be helpful to review the Mid-Evaluation prior to completing the Final evaluation.
This sheet follows the same procedure as the Mid-Evaluation. See the instructions above.



PART II:	PERFORMANCE APPRAISAL

The purpose of the instrument is to track an employee’s progress in a job over the course of a year.  It is meant to be a collaborative document between the supervisor and the employee. The document should be reviewed by the supervisor and employee at least three times throughout the year: 
1. Beginning of the evaluation year both parties should review the essential functions of the position and the evaluative criteria that will be used.
2. Mid-year both parties should review the document and provide a check-in rating of the work.
3. End of Year both parties should review the document and the final rating should be communicated. Both parties sign the final document.

The instrument is divided into six sections. 
(1)	Introduction
(2)	Overall Rating
(3)	Evaluation of Essential Functions
(4)	Goal/ Tasks/ Projects ---skipped
(5)	Position of Special Trust indication
(6)	Signatures

Introduction
This section collects high level information about the employee, position and department

Overall Rating
This is the area where the supervisor places the overall rating of the employee’s performance at the end of the year.  The rating scale is listed below. On the form select the appropriate rating from the pull down menu.
· Performance exceeds expectations: Overall performance exceeds expectations.
· Performance meets expectations: Overall performance is good and solid
· Performance does not meet expectations: Overall performance has not met key responsibilities.

Below the overall rating, there is a space for both the employee and supervisor comments. Typical information for the employee comment section includes any information or comments the employee would like to communicate about their performance over the past year.  The supervisor places a brief description of why the rating was selected.

Evaluation of Essential Functions
This section of the document outlines the essential functions for the position, the evaluative criteria for ratings, the weight of the function and the mid year and final ratings for each function. Below outlines  each part for this section.

Essential Functions:  These are essential duties and responsibilities for the position (these can be found in the essential functions section of the Job Profile document and are considered routine functions.)
Metrics for success: This is a metric that can define a meets expectation rating.  For example if the function is, “Process requests for information for open records and departmental requests.”  A metric for meets expectation could be, “requests are fulfilled accurately and by the deadline”.
Competency Alignment:  This describes the competencies an employee must exhibit to meet the expectation.
Weight for Functions: This number indicates how much each task is worth out of 100%.
Evaluation: The assessment rating for both mid-year and final are placed in these sections. There are three possible ratings (select one from the pull down menu): 
(1) Exceeds expectations
(2) Meets expectations
(3) Does not meet expectations.
Comments:  For each function there is a space for comments.  Although not required, each party can use the space to further explain or provide context for the rating.

Goals/ Projects
This section is similar to the previous one.  Goals are more future oriented.  They imply updating or changing standard processes and procedures, or building new systems to create efficiencies.  Projects are the work performed to accomplish the goals.  They have a beginning and end date. Certain positions tend to have more goal-oriented work rather than functional work. 
***Note: There are many employees who will not have anything listed in this section.
The Goals/Projects section functions the same way as the Essential Functions section.  See above explanations for: Metrics for Success, Competency alignment, Weight for Functions, Evaluation, and Comments areas.


Position of Special Trust Indication
In this area the supervisor must indicate whether the position is or is not a position of Special Trust. 
According to the Office of the Chief Information Center, a position of Special Trust is any position that gives incumbents special privileges and access to Category-I university data.  These special access privileges include: managing a mail server, file server, or network infrastructure. 

Signatures
In this area both the employee and supervisor to sign and date the evaluation. 






