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


	For Appraisal Period Ending:
	


	Employee Name:
	

	Title:
	

	Department:
	


KEY

	OVERALL PURPOSE OF THE POSITION

	


 RESPONSIBILITIES 
Appraisal Ratings:

3.0 Rating: Exceeds Expectations (consistently performs above expectations in all areas)

2.5 Rating: Meets and, at times, Exceeds Expectations (solid performance in all areas and exceeds expectations in certain areas)

2.0 Rating: Meets Expectations (overall performance is good and solid)

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.)
1.0 Rating: Does Not Meet Expectations (performance has not met expectations for key responsibilities and requires immediate improvement)

	KEY RESPONSIBILITIES/JOB TASKS
	APPRAISAL OF PERFORMANCE

	STANDARDS OF CONDUCT  
· Attendance and Punctuality – Employee has consistent attendance and any absences are duly authorized. Fully ready to work at beginning of work schedule and continues until workday ends. Makes appropriate arrangements when adverse conditions or other problems might cause a delay in arriving at work on time. Conforms to work hours and schedule.  Follows procedures to request leave time and properly notifies supervisor of all absences.
· Professional Demeanor – Supports departmental initiatives and goals. Accepts authority and direction of supervisor. Conduct is appropriate for the position, including courtesy, respectfulness, and helpfulness. Appearance is appropriate for the position.
· Communication – Expresses ideas and information in writing and verbally in a manner that is complete, clear, concise, organized and appropriate to the audience.  Conveys information to supervisors, peers, and customers in a timely, clear, and concise manner. Listens to others, is open-minded, and evaluates suggestions from others.
· Teamwork and Collaboration ​– Displays collaborative behavior in the workplace. Works effectively with other employees and supervisor and jointly with team/group.  Shares information, resources, credit and opportunities with others when appropriate. Actively seeks and achieves group participation to improve work and set priorities. Shows sensitivity and concern for the interests and needs of others. Works to reduce conflict and establish positive working relationships. Shows appropriate leadership as needed.

· Adherence to Policies/Procedures – Complies with Continuing and Innovative Education and departmental policies and procedures, the University’s Handbook of Operating Procedures, and all other University and System rules and regulations.
	

	MANAGING AND SUPERVISING EMPLOYEES (if applicable) – Manager or supervisor appropriately and effectively sets expectations, monitors performance, provides feedback and documents performance. Completes timely and periodic performance reviews with direct reports. Follows through with feedback, coaching, training and development activities for individual growth and improved departmental performance.  Develops clearly defined and realistic short-term and long-term objectives. Formulates strategies and plans to achieve them. Establishes priorities and time frames for implementation. Delegates work appropriately and effectively to make efficient use of resources and to develop direct reports. Makes self available to direct reports, peers, customers and manager and listens in order to understand needs and determine how best to meet those needs. Takes a leadership role creating a productive, creative environment where people strive for quality of service, fostering commitment to achieve Division goals, and setting an example for others to follow.
	

	Key Responsibility/Job Task #1 
	

	Key Responsibility/Job Task #2
	

	
	


	OVERALL PERFORMANCE APPRAISAL

	 FORMCHECKBOX 

	3.0 Rating: Exceeds Expectations (consistently performs above expectations in all areas)

	 FORMCHECKBOX 

	2.5 Rating: Meets and, at times, Exceeds Expectations (solid performance in all areas and exceeds expectations in certain areas)

	 FORMCHECKBOX 

	2.0 Rating: Meets Expectations (overall performance is good and solid)

	 FORMCHECKBOX 

	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.)

	 FORMCHECKBOX 

	1.0 Rating: Does Not Meet Expectations (performance has not met expectations for key responsibilities and requires immediate improvement)

	In the space above, please select a rating and in the space below provide a summary of the employee’s overall performance.  In determining the overall rating, please consider the ratings in each key responsibility/job task and, if applicable, the percent time or weight of each key responsibility. If you use MS Word, you can double-click a checkbox to place an X in it.

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.  

Please include goals for the next year.

	Overall Rating, Summary/Comments, and Goals for the next year:



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 ( is or ( 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.    
               

	supervisor/Evaluator Information

	Name of Evaluator/Supervisor:
	

	Title:
	
	Signature:
	

	This performance appraisal was discussed with the employee on: 
	
	(date)


	EMPLOYEE Information

	I understand that I have the option to add my own comments to this appraisal and/or seek resolution through the university’s grievance procedure.  Comments are submitted in writing with a dated signature and must be received within two weeks of the performance appraisal discussion.  The comments are presented to the supervisor (or to the Department’s Human Resources Contact or CIE Executive Director’s Office HR Contact, who will provide a copy to the supervisor).  Comments will be attached to the appraisal and retained in the personnel file.  For information concerning the university’s grievance procedure, contact your CIE HR Contact or Human Resource Services.  The university’s grievance policy can be viewed here:
http://www.utexas.edu/policies/hoppm/07.C.01.html


	Name of Employee:
	

	Title:
	
	Signature:
	

	This performance appraisal was discussed with me on: 
	
	(date)


	MANAGEMENT REVIEW

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

	


	Department Head:
	
	
	

	Signature:
	
	Date:
	


Revised: 3/2012
