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                                   Annual Performance Evaluation

Instructions:  Non-exempt (hourly) employees receive their annual evaluation within two weeks of their JCU anniversary date.  Exempt (salaried) employees receive their annual evaluation between November 1 and December 31.     

Step 1:  Employee completes gold sections.
Step 2:  Supervisor completes blue sections.
Step 3:  Supervisor and employee meet to discuss performance evaluation.  
Step 4:  Employee provides comments and signs evaluation.
Step 5:  Supervisor reviews employee comments, obtains final signatures, provides the employee with a copy and 


submits original to Human Resources.  

	General Information 
(Pre-populated)

	Employee’s Name: 
	Banner ID:

	Employee’s Title:

	Department:  
	Anniversary Hire Date:   

	Review Period:     from        /       /               to        /       /

	Supervisor’s Name:


	Supervisor’s Title:

	Job Description 
(completed by Supervisor)

	Please submit the currently approved job description in MS Word format with this Performance Evaluation.  

	Date job description was last reviewed:  

	Does the job description need revision?             No           Yes      *if yes, please contact HR for assistance

	Accomplishments & Challenges 
(completed by Employee)

	Accomplishments you achieved this review period related to the goals established last review period:


	Challenges you encountered this review period & possible solutions:  


	Performance Indicators 
(completed by Supervisor)

	Evaluation Ratings
Does Not Meet Expectations
Meets Some Expectations
Successfully Meets Expectations
Occasionally Exceeds Expectations
Consistently Exceeds Expectations
1. Demonstration of JCU Mission:  Demonstrates awareness of the mission, vision and goals of the University through appropriate on the job behavior and interactions with others.  





Comments
2. Job Knowledge:  Has a clear understanding of the job and knowledge necessary to perform the assigned work.






Comments

3. Quality of Work:  Completes all phases of work thoroughly, effectively and accurately.  Sets priorities and achieves expected results and goals in a timely fashion.     






Comments

4. Quantity of Work:  Accomplishes assigned work of a specified quantity within a specified period of time.  






Comments
5. Inclusive Excellence:  Actively promotes a culture of inclusive excellence; supports or improves diversity of the faculty, staff and student body.





Comments

6. Reliability:  Consistently reports to work and to meetings as scheduled or required, on time and prepared.  





Comments
7. Initiative/Creativity:  Self-reliant, resourceful and creative in meeting objectives; follows through on assignments and modifies or develops new ideas, methods or procedures to effectively meet changing circumstances.  





Comments
8. Cooperation with Others:  Works well with others and demonstrates a willingness to cooperate.  Is courteous and effective in dealing with co-workers, subordinates, supervisors and constituents.    





Comments
9. Relationship with Supervisor:  Responds appropriately to supervisory directions and comments.  Seeks appropriate guidance from the supervisor and communicates effectively regarding assignments.  






Comments
10. Capacity to Develop:  Demonstrates the ability and willingness to accept new and/or more complex duties and responsibilities.  





Comments


	John Carroll University Organizational Values 
(completed by Supervisor)

	Select up to three organizational values and describe how the employee demonstrates each value selected:

Values:  Outstanding Teamwork & Collaboration; Enhancing the Student Experience; Striving for Excellence; Promoting an Inclusive Community; Leadership Excellence;  Demonstrating Service in Solidarity; Innovative Solutions & Creativity.   (Value definitions attached)

	Organizational Value
	Example(s)

	1. 
	

	2.  
	

	3.  
	

	Employee Strengths 
(Employee perception)
	Employee Strengths
(Supervisor perception)

	
	

	
	

	
	

	Employee Opportunities for Improvement
(Employee perception)
	Employee Opportunities for Improvement
(Supervisor perception)

	
	

	
	

	
	

	Professional Growth & Development Goals 
(completed by Employee)

	

	Goals Related to University Strategic Plan & Divisional Objectives 
(completed by Supervisor)

	Goal
	Actions to Achieve Goal
	Target Date

	1.
	
	

	2.
	

	

	3.
	
	

	Overall Performance Summary 
(completed by Supervisor)

	
Consistently Exceeds Expectations



Occasionally Exceeds Expectations





Successfully Meets Expectations





Meets Some Expectations





Does Not Meet Expectations
	
Summary:


	Employee Comments

	

	Employee Signature / Date

	

	Immediate Supervisor Signature / Date

	

	Next Level Signature / Date

	

	Overall Performance Categories

The annual performance evaluation provided for each employee should reflect the supervisor’s objective feedback regarding the employee’s work performance, contributions to the University, and how they demonstrate organizational competencies (found in job descriptions) for the period under review. Additionally, the review should include input from the employee and others with whom they work. Constructive feedback is also essential as opportunities for development are an important element to employee performance development and professional growth.  The overall annual performance rating category reflects the employee’s overall work performance and contributions for the period being reviewed.  A supervisor may consider the following examples of what each category “looks like” in regards to demonstrated actions and behaviors.

	Consistently Exceeds Expectations
· Initiates and completes work beyond the agreed upon Key Performance Areas and job responsibilities

· The work performance adds value, is done ahead of schedule and is of excellent quality

· All competencies have been demonstrated or developed in an outstanding manner

· The employee has made a major contribution to the success of the unit (e.g. team, department, school)
	Examples

An employee given Consistently Exceeds Expectations demonstrates an exceptional level of performance and consistently exceeds overall goals and expectations.  The supervisor will see many of the following behaviors demonstrated by the employee throughout the course of the year.

· Consistently exceeds goals and performance standards

· Consistently presents viable solutions to problems and the plan to execute the solutions

· Routinely demonstrates a willingness to complete work that may be out of scope of their regular responsibilities

· Consistently volunteers to take on new tasks and/or initiatives and sees through to completion without the need for direction and with little to no coaching

· Effectively handles multiple priorities

· Consistently looks for process improvements and development opportunities for him/herself, the team, and the department

· Consistently demonstrates exceptional customer service

· Is always willing to lead change, and help others through change

· Consistently seeks out constructive feedback and opportunity for improvement and development

· Consistently demonstrates leadership among peers and colleagues

· Consistently maintains a positive and professional manner when under pressure or in stressful situations.

	Occasionally Exceeds Expectations

· Key Performance Areas and job responsibilities have been satisfactorily completed and occasionally exceed expectations

· Occasionally initiates and completes work beyond the agreed upon Key Performance Areas and job responsibilities

· Results are significant, on time and of good quality, sometimes exceeding quality expectations

· Relevant competencies have been satisfactorily demonstrated or developed and occasionally exceed deliverable standards
	Examples
An employee given Meets and Occassionally Exceeds Expectations demonstrates a solid level of performance and regularly meets, and occasionally exceeds, overall goals and expectations. The supervisor will see many of the following behaviors demonstrated by the employee throughout the course of the year.

· Occasionally exceeds goals and performance standards

· Occasionally presents viable solutions to problems and the plan to execute the solutions

· Occasionally demonstrates a willingness to complete work that may be out of scope of their regular responsibilities

· Occasionally volunteers to take on new tasks and/or initiatives and sees through to completion without the need for direction and with little to no coaching

· Effectively handles multiple priorities

· Occasionally looks for process improvements and development opportunities for him/herself, the team, and the department

· Occasionally demonstrates exceptional customer service

· Is always willing to lead change, and help others through change

· Occasionally seeks out constructive feedback and opportunity for improvement and development

· Occasionally demonstrates leadership among peers and colleagues

· Occasionally maintains a positive and professional manner when under pressure or in stressful situations

	Successfully Meets Expectations
· Key Performance Areas and job responsibilities have been satisfactorily completed

· Results are significant, on time and of good quality

· Relevant competencies have been satisfactorily demonstrated or developed

· Employee work has contributed to the success of the unit
	Examples
An employee given Successfully Meets Expectations demonstrates a solid level of performance and regularly meets overall goals and expectations. The supervisor will see many of the following behaviors demonstrated by the employee throughout the course of the year.

· Consistently meets goals and performance standards

· Identifies problems, and frequently presents viable solutions to problems (May require some coaching to determine the appropriate solution and the plan to execute the solutions)

· Demonstrates a willingness to complete work that may be out of scope of their regular 
responsibilities

· Consistently demonstrates exceptional customer service

· Is able to handle multiple priorities

· Is open to implementing process improvements and often suggests process improvements and 
development opportunities for him/herself, the team, and the department

· Is open to change and maintains a positive attitude through change

· Openly receives constructive feedback and opportunity for improvement and development

· Consistently receives positive feedback from customers and colleagues

· Demonstrates leadership among peers and colleagues

· Acts as a peer mentor and coach

· Maintains a positive and professional manner when under pressure or in stressful situations

	Meets Some Expectations
· Some of the Key Performance Areas and job responsibilities have been satisfactorily completed

· Some of the results are significant, on time and of good quality

· Some of the relevant competencies have been satisfactorily demonstrated or developed

· Some of the employee’s work has contributed to the success of the unit
	Examples
An employee given Meets Some Expectations demonstrates inconsistent levels of performance and may meet some goals and expectations, while not meeting other goals and expectations. Overall, employees demonstrate some willingness and the ability to improve performance. The supervisor will see many of the following behaviors demonstrated by the employee throughout the course of the year.

· Inconsistent performance and does not meet all goals and performance expectations

· Requires close supervision to achieve some work responsibilities

· Inconsistently contributes to solving problems

· Occasionally looks for reasons why work or goals cannot be accomplished rather than looking for 
ways to complete the work

· Inconsistently demonstrates exceptional customer service

· Occasionally has difficulty managing multiple priorities

· Occasionally has difficulty handling change and may reject ideas without due consideration

· Not always open to constructive feedback and at times may place blame elsewhere

· Infrequently receives positive feedback from customers and colleagues

· Occasionally has difficulty maintaining a positive and professional manner when under pressure or in stressful situations

	Does Not Meet Expectations
· Many of the Key Performance Areas and job responsibilities have not been completed

· Many of the results are not significant, not on time or of low quality

· A number of the relevant competencies have not been demonstrated or developed

· Overall, much of the employee’s work has not contributed to the success of the unit
	Examples
An employee given Does Not Meet Expectations is not meeting the job expectations and consistently fails to meet goals.  The employee demonstrates unwillingness or an inability to improve performance. The supervisor will see many of the following behaviors demonstrated by the employee throughout the course of the year.

· Does not complete daily work responsibilities in a consistent manner

· Requires substantial supervision to achieve any work responsibilities

· Does not adhere to department policies and expectations

· Is unable to recognize problems

· Looks for reasons why work or goals cannot be accomplished rather than looking for ways to complete the work

· Provides an inconsistent level of customer service

· Rarely demonstrates the ability to handle multiple priorities

· Is not open to change and often rejects ideas without due consideration

· Reacts defensively when receiving constructive feedback and often places blame elsewhere

· Infrequently receives positive feedback from colleagues

· Is unable to maintain a positive and professional manner when under pressure or in stressful situations


Remember:  
A supervisor who anticipates using the “Meets Some Expectations” performance rating should contact Human Resources in structuring the written evaluation and to receive coaching on conducting the review meeting.  If overall rating for an employee is “Does Not Meet Expectations”, the supervisor is required to contact Human Resources to develop a performance improvement plan.  
University Values
· Outstanding Teamwork & Collaboration:  Recognizes employees caring for the whole person (cura personalis) through fostering exemplary cooperation, collaboration and open communication on a project or other significant program or activity that advances departmental goals and / or enhances an integrated student learning experience. 

· Enhancing the Student Experience:  Recognizes employees choosing the greater good (the magis) through making choices that result in the greater good for our students and the University by creating, supporting and/or actively participating in an innovative project, event, group or program that enhances the student experience.  

· Striving for Excellence:  Recognizes employees who strive for excellence (ad majorem dei gloriam) by taking initiative and performing a job function with extraordinary care, attention to detail and precision.


· Promoting an Inclusive Community:  Recognizes employees who model inclusivity and respect for diversity with the University community through their positive interactions with others.   


· Leadership Excellence: Recognizes employees who demonstrate ethical leadership as positive agents of change for and with others. These employees also exhibit the values of honesty, integrity, courage and collaboration in engaging the University community.  


· Demonstrating Service in Solidarity:  Recognizes employees who go beyond the call of duty to make a positive difference for others by working with individuals and communities in need of assistance.  

· Innovative Solutions & Creativity: Recognizes employees who care for the University’s mission (cura apostilica) by exercising innovation, adaptability and stewardship in ways that enhance the long-term sustainability and viability of the University so it may continue to advance its Jesuit mission.    [image: image2.png]



Last Revised:  04/27/2016_HR
JCU Annual Performance Evaluation
 2

