
TPA Appraisal Form Instructions

The performance appraisal form is intended for use for classified and non-teaching professional staff in Texas Performing Arts (TPA). It is divided into nine (9) sections as described below. Each supervisor throughout the year should give employees both positive and corrective feedback on an ongoing basis, including discussions centered on goals and progress towards meeting the goals that have been agreed upon for the performance cycle.
It is recommended that all employees maintain their specific appraisal forms on their computer.  This allows the employee easy access to their evaluation criteria to assure no surprises and for ease with editing/updating.  Normally, jobs continue to evolve/change and as this happens the supervisor and employee should discuss revisions/changes to the criteria.

Section 1: Enter the date on which the appraisal period ends and the employee name, title, and department.  

Section 2 – Overall Purpose of the Position: Include a summary that will remind the employee and the supervisor of the reason the position exists.

Section 3 – Key Responsibilities: There are three responsibilities in this section that TPA leadership team developed and agreed that all TPA employees should be evaluated on: Teamwork, Communication and Professional Demeanor.  Added to these key responsibilities, the supervisor should list the responsibilities specific to the employee’s job (duties and current goals). It is the responsibility of the supervisor and the employee to ensure the left side is updated and accurate. This section is the basis for the following rating period’s appraisal. It may also be changed as the job evolves. The HRS-Employee and Management Services (EMS) unit recommends this be reviewed at least annually to ensure the key responsibilities are still accurate.  Finally, there is a section for next year’s performance goals.  During the appraisal process the employee and supervisor should discuss and determine the goals for the next cycle.  These goals are used for planning purposes and will not be part of the appraisal rating.

Note: Each row of the table in this section should include only one key responsibility. To create new rows, place your cursor in the last column of the last row of the table and press the Tab key.

Section 4 – Appraisal of Performance: The Appraisal of Performance section (right hand column) is the area designated for the supervisor, when completing the final appraisal, to include his or her rating of each of the employee's Key Responsibilities. Space is provided for the supervisor to provide the comments and examples to support the rating. The right hand column for Goals for the Next Cycle should remain blank and contain no rating.  Section 4 may also be used by the employee to complete a self-appraisal to submit to the supervisor for consideration before the final appraisal is completed; this is done at the supervisor's request and may include goals for the next cycle. 
Section 5 – Overall Performance Appraisal Rating: The supervisor selects one of the three rating levels that best describes the employee's performance:

· Exceeded expectations: Performance was substantively and significantly above the norm. 
· Good solid performance: Performance met expectations and may have also exceeded expectations in some areas. 
· Did not meet expectations: Performance did not acceptably achieve the purpose of the position.  
Note: When selecting a performance level, you can either remove the checkbox next to the level you want to select, and replace it with an X. Or, if you are in MS Word, you can double-click the checkbox to bring up a window (Check Box Form Field Options) and select the Default Value as “Checked”  and click OK to change the field to an X.

Guidance on rating distribution:

While the appraisal does not have a forced distribution or grading curve, there are some general expectations regarding ratings distributions. The Good solid performance category is intended to be fairly broad, in keeping with the desire to avoid arbitrarily fine distinctions between employees. With a properly calibrated scale, we anticipate that the majority of TPA employees will receive a rating of Good solid performance on a given dimension in a given year. Good solid performance that meets expectations is an honorable achievement and indicates that employees are fully meeting the requirements of their position. The Exceeded category should be used to distinguish performances that are substantively and significantly above expectations and should be supported with specific examples. As a general guideline, we anticipate that the Exceeded rating will represent performance in the top 15-20% of a job classification. Individuals who experienced performance problems that impacted their ability to meet the purpose of the position should not be given a Good solid performance rating.  

Section 6 – Summary: The supervisor should provide an overall assessment of the employee’s performance, including specific areas for improvement. If specific areas for improvement are included, the supervisor can describe the Performance Action Plan developed to address the deficiencies, as well as the scheduled follow-up for the plan. 

Section 7 – Supervisor/Evaluator Information: Include the name, title, and signature of the evaluator and the date when the evaluator discussed the appraisal with the employee. 

Section 8 – Employee Information: The employee should enter his/her name, title, and signature and the date on which the supervisor discussed the appraisal with the employee.  

Section 9 – Management Review: The department head may provide comments, then sign and date his/her review of the appraisal.

Step-by-step instructions for using the instrument:
1. Supervisors are encouraged to give each employee the opportunity to complete a self-appraisal for each Key Responsibility on the appraisal form, goals for the next cycle should also be recorded here, then submit his/her self-appraisal to the supervisor.

2. The supervisor reviews each self-appraisal (if completed) and completes their appraisal of the employee incorporating data from the self-appraisal when appropriate. Supervisor should update the information and then add their own comments concerning each key responsibility. Supervisor may discuss the changes and updates with the employee during the meeting, to include goals for the next cycle.

3. Supervisor submits the completed appraisal to the next-level supervisor/manager. 

4. The next-level supervisor/manager and the Director & Associate Dean reviews performance appraisals, signs all written appraisals, and returns appraisals to supervisor.  If necessary, supervisor revises appraisal. Supervisors can consult with the Department HR Contact or the Dean’s Office HR Contact if they need assistance.

5. The supervisor sets the date and time of the appraisal discussion.

6. The supervisor provides a copy of completed appraisal to the employee to read and review at least one day before the scheduled meeting.

7. The employee and supervisor meet and discuss the appraisal.

8. The supervisor signs and dates the appraisal.

9. The employee signs and dates the appraisal. 

10. The signed appraisal is sent to the TPA HR Contact to collect and make copies for the Dean’s Office.  A copy can also be made for the employee upon request.

11. The completed appraisal is filed in the employee’s personnel file.

12. Employee comments (if submitted) are attached to the appraisal in the employee’s personnel file.
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