The University of Texas at Austin - Office of the Controller
General Areas of Performance Evaluation

	Name:
	
	
	Period Ending
	4/30/20XX


Purpose:  
The purpose of evaluating performance is to help each employee succeed.  In documenting performance for the period specified above, and setting mutually established goals for the following period, this evaluation is intended to enhance communication and enable staff members to become increasingly productive.

Rating Overview:

· Outstanding: Performance consistently exceeds expectations
· Commendable: Performance is substantively and significantly above the norm
· Meets Expectations: Performance met expectations and the purpose of the position
· Needs Improvement: Performance is generally less than satisfactory and requires improvement
· Unsatisfactory: Performance consistently does not meet expectations or the purpose of the position
Comments:

Each employee is encouraged to attach his/her unedited comments to the evaluation.  Other attachments to each evaluation will include position-specific performance indicators, and the supervisor’s and employee’s mutually established goals for the next period of review. 

General Areas of Performance 

	Communication
	Effectively corresponds with customers via oral, written and listening skills.

	
	Unsatisfactory
	Needs Improvement
	Meets Expectations
	Commendable
	Outstanding


	Supervision Required
	Works independently and exercises good judgment in completing assignments.

	
	Unsatisfactory
	Needs Improvement
	Meets Expectations
	Commendable
	Outstanding


	Timeliness
	Adheres to specified work schedule, and is punctual in attending appointments.

	
	Unsatisfactory
	Needs Improvement
	Meets Expectations
	Commendable
	Outstanding


	Initiative
	Displays sense of urgency & responsiveness in identifying and addressing needs.

	
	Unsatisfactory
	Needs Improvement
	Meets Expectations
	Commendable
	Outstanding


	Knowledge of Position*
	Exhibits technical skill and awareness in performing requirements of position.

	
	Unsatisfactory
	Needs Improvement
	Meets Expectations
	Commendable
	Outstanding


	Works Well with Others
	Shares information with others and helps build a team atmosphere.

	
	Unsatisfactory
	Needs Improvement
	Meets Expectations
	Commendable
	Outstanding


	Productivity
	Generates high quality and quantity output in performing responsibilities.

	
	Unsatisfactory
	Needs Improvement
	Meets Expectations
	Commendable
	Outstanding


	Resourcefulness
	Demonstrates flexibility and creativity in effectively addressing challenges.

	
	Unsatisfactory
	Needs Improvement
	Meets Expectations
	Commendable
	Outstanding



* See attached Key Responsibilities for further details on position-specific performance.
General Areas of Performance Comments and Examples
Communication 
Supervision Required 
Initiative 
Knowledge of Position 
Works Well with Others
Productivity
Resourcefulness 
The University of Texas at Austin - Office of the Controller
Annual Performance Review Key Responsibilities

For the period ending 4/30/20XX
	Employee Name
	

	Title
	

	Section
	



	Key Responsibility
	Comments and Examples

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




 










Position of Special Trust
Many are positions in the Office of the Controller are of Special Trust due to having access to Category-I data.  For more information 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 / IS NOT  a position of Special Trust.  (Circle one)  

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 complete a new form by logging on to http://www.utexas.edu/vp/it/policies/uts165/specialtrust.php .
Mutually Established Goals

Employee Signature__________________________

Date_                    ___________________________
Supervisor Signature__________________________

Date_                    ___________________________

Employee Information
I understand that I have the option to add my own comments to this evaluation 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 evaluation discussion.  The comments are presented to the supervisor (or to the HR contact, who will provide a copy to the supervisor).  Comments will be attached to the evaluation and retained in the personnel file.  For information concerning the university’s grievance procedure, contact the 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.  

Employee Name   


              

Employee Title_____________________________

Employee Signature__________________________

Date_                    ___________________________

Supervisor Review

Please enter any comments on this evaluation (optional).

Supervisor Name   


              

Supervisor Title ____________________________

Supervisor Signature__________________________

Date_                    ___________________________

Director Review
Please enter any comments on this evaluation (optional).

Director Name   
                     

              

Director Title ____________________________

Director Signature_________________    _________

Date_                    ___________________________

Purpose of the Position

















Overall Performance Evaluation








Exceeds expectations:  Performance consistently exceeds expectations








Commendable:  Performance is substantively and significantly above the norm





Meets expectations:  Performance met expectations and purpose of the position





Needs improvement:  Performance is generally less than satisfactory and requires improvement





Unsatisfactory: Performance consistently does not meet expectations and did not acceptably achieve the    purpose of the position





In the space above provide a rating, and in the space below provide a summary of the employee’s overall performance.  In determining the overall rating, consider the ratings in each key area and, if applicable, the percent time or weight of each.  Please place an X in the overall rating.  





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.





Summary:

























































































In the space below provide an overall performance rating, and provide comments as needed in the summary section.  In determining the overall rating, consider the ratings in each key area and, if applicable, the percent time or weight of each.  Please place an X in the overall rating.  





If applicable, 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.








