CIE Appraisal Form Instructions  (Rev. March 2012)
The performance appraisal form is intended for use for classified and non-teaching professional staff in CIE. An overview and expectations for each area of the form are as follows:

Item 1 – First Section - Enter the date on which the appraisal period ends and the employee name, title, and department.  

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

Item 3 – Appraisal Ratings – List of the five-tier rating system and a definition for each level.

Item 4 – Key Responsibilities/Job Tasks (left column): The supervisor should list the main job expectations in addition to the standard key responsibilities listed on the form, including conduct and interpersonal expectations, developed in collaboration with the employee. Either the supervisor can complete and/or update the left side of the form or can have the employee complete this first. It is the responsibility of the supervisor to work with 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. Central Human Resource Services recommends this be reviewed at least annually to ensure the key responsibilities are still accurate.

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

Item 5 – Appraisal of Performance (right column): 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 comments of each of the employee's Key Responsibilities/Job Tasks. Space is provided for the supervisor to provide the comments concerning performance (both positive comments and comments concerning areas where improvement is needed). NOTE: Supervisors that are giving their employee a rating of 2.5 or 3.0 must back up the rating by providing specific examples of how the employee is exceeding expectations in this column. This section 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. 

Item 6 – Overall Performance Appraisal Rating: The supervisor selects one of the five rating levels that best describes the employee's performance:

· 3.0 Rating: Exceeds Expectations (consistently performs above expectations in all areas)  (This maps to HRMS as 3-Exceeds expectations.)
· 2.5 Rating: Meets and, at times, Exceeds Expectations (solid performance in all areas and exceeds expectations in certain areas) (This maps to HRMS as 2.5 - Exceeds some expectations.)
· 2.0 Rating: Meets Expectations (overall performance is good and solid) (This maps to HRMS as 2 - Meets expectations.)
· 1.5 Rating: Meets most but, at times, falls short of Expectations (performance is good in some areas but not all areas; or performance is generally inconsistent. Performance needs improvement.) (This maps to HRMS as 1.5 - Does not meet some expectations.)
· 1.0 Rating: Does Not Meet Expectations: (performance has not met expectations for key responsibilities and requires immediate improvement) (This maps to HRMS as 1 - Does not meet expectations.)
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 ratings:

While the appraisal does not have a forced distribution or grading curve, there are some general expectations regarding ratings. 
The Exceeds Expectations (3.0 Rating) category should be used to distinguish performances that are substantively and significantly above expectations in all areas of their job, and should be supported with specific examples of how the employee consistently performed above expectations in all areas of their job.  This rating is reserved for the employee who has gone above and beyond in all areas of their job, and so we anticipate this rating will be given to only those who truly have earned this rating (not given lightly or often).  In fact, an employee who earns a 3.0 rating for one year might not earn the same rating the next performance year, because their high level of work and achievement would become their new norm and they would have to work even harder to achieve the 3.0 rating the next year.

The Meets and, at times, Exceeds Expectations (2.5 Rating) is for those employees that are meeting expectations at all times and then sometimes exceed expectations in some areas of their performance. Make sure to support this rating with specific examples of how the employee exceeded expectations – if no examples can be provided then a rating of Meets Expectations (2.0 Rating) should be given. 

The Meets Expectations (2.0 Rating) category is intended to be fairly broad, in keeping with the desire to avoid arbitrarily fine distinctions between employees. A good solid performance that meets expectations is an honorable achievement and indicates that employees are fully meeting the requirements of their position. NOTE:  Individuals who experienced performance problems that impacted their ability to meet the expectations of the position should not be given a Meets Expectations rating. They should receive a 1.5 rating or 1.0 rating depending on their performance. 

We anticipate that the majority of CIE employees will receive a rating of Meets Expectations (2.0 Rating) or Meets and, at times, Exceeds Expectations (2.5 Rating) for the performance appraisal year.
Employees who did not meet expectations in all areas of their job should be given a Meets most but, at times, falls short of Expectations (1.5 Rating). This means that the employee is good in some areas, but not all areas of their job or that their performance is inconsistent, and that their performance needs improvement.

If an employee has failed to meet expectations for a majority or all key responsibilities and requires immediate improvement, then a Does Not Meet Expectations (1.0 Rating) should be given.

Item 7 – Overall Rating, Summary/Comments, and Goals for next year:  The supervisor should provide an overall assessment of the employee’s performance, including positive comments and specific examples of exceeded expectations and specific areas for improvement. If specific areas for improvement are included, the supervisor can describe the Performance Improvement Plan developed to address the deficiencies, as well as the scheduled follow-up for the plan. Goals for the next year should also be recorded here once the supervisor and employee have discussed and agreed upon them.

Item 8 – Supervisor/Evaluator Information: Include the name, title, and signature of the evaluator and the date when the evaluator discussed the appraisal with the employee. 

Item 9 – 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.  

Item 10 – Management Review: The department head may provide comments. The department head must sign and date his/her review of the appraisal.

Notes about the instructions/process:

1. Supervisors are encouraged to give each employee the opportunity to complete a self-appraisal for each Key Responsibility/Job Task on the appraisal form. The employee submits his or her self-appraisal to the supervisor.

2. The supervisor reviews each self-appraisal (if completed) and completes their appraisal of the employee by incorporating data from the self-appraisal. Supervisor should update the list of key responsibilities and then add their own comments concerning each key responsibility. (Supervisor will discuss the changes and updates to the key responsibilities with the employee during the employee-supervisor meeting that happens after approval of the draft by the next level supervisor and/or the department head.)
3. Supervisors must review the draft of the completed appraisal with the next-level supervisor before discussing the appraisal with the employee. In addition to the next level supervisor, department heads can request to review all performance appraisals prior to the supervisor’s meeting with the employee. Supervisors can consult with the Department HR Contact or the Executive Director’s Office HR Contact if they need assistance.

4. The supervisor sets the date and time of the appraisal discussion with the employee.

5. The supervisor provides a copy of completed appraisal draft to the employee to read and review before the scheduled meeting.

6. The employee and supervisor meet and discuss the appraisal and discuss goals for the next year.
7. Agreed upon Goals are added to the appraisal form in the “Overall Rating, Summary/Comments, and Goals for next year” section and any changes to other sections as agreed upon by the supervisor and employee can be made at this time.  Changes to the rating must be reviewed by the next level supervisor and/or the department head.
8. Once the form is updated and complete, the supervisor signs and dates the appraisal.

9. The employee signs and dates the appraisal. 

10. The signed appraisal is sent to department head for review and signature in the Management Review Section (or is turned into the department HR Contact to collect and then will be given to the department head for review and signature).

11. The completed appraisal is filed in the employee’s personnel file and the rating is entered into the HRMS system by the department HR Contact.
12. Employee comments (if submitted) are attached to the appraisal in the employee’s personnel file.
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