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Wooster Campus

Bargaining Unit

  Performance Review
Employee Name___________________________________________________________

Job Title ________________________________________________________________
Department ______________________________________________________________

Supervisor _______________________________________________________________

Review Period ____________________________________________________________

Type of Review   
____Annual

____Mid-Year

____Probation

1 = Fails to Meet Expectations   
2 = Meets Expectations  
3 = Exceeds Expectations 
 
If you rate the employee’s performance a 1 in any category, provide documentation, explain below and outline how you and the employee will work to improve this. Please supply comments for all ratings of 1 and/or 3. 
Job Knowledge   1  2  3 

      Possesses and applies knowledge or skills necessary for task completion. Keeps current on new developments in area of work.
· Understands job requirements and responsibilities

· Demonstrates ability to perform necessary tasks and procedures and with proper equipment

· Keeps informed on up-to-date job methods, skills, and techniques

Dependability    1  2  3  
      Can be relied upon to complete assignments and follow up as needed. Adjusts to changes in workload, unit and/or customer needs and continues to be productive.
· Completes assignments and meets commitments

· Independently handles changes and new problems

· Accepts responsibility for own actions

· Sets and achieves high personal standards of performance

· Remains balanced and even-tempered in challenging situations

· Meets attendance requirements, taking into consideration FMLA leave & pre-approved sick leave

Quantity or Productivity  of Work    1  2  3  

      Produces volume of work to support goals within specified time frame.

· Consistently completes projects or tasks and quickly focuses on new assignments

· Exerts effort over time to achieve a goal

· Has strong sense of urgency about solving problems and getting work done

· Maintains commitment to goals, in the face of obstacles and frustrations

· Organizes work to achieve goals

· Accomplishes assigned workload within expected timeframe
Quality of Work    1  2  3 

      Assignments are accurate, complete and comply with objectives. Identifies problems, develops solutions and makes recommendations for improvement.

· Identifies and solves problems
· Seeks and shares expertise on best practices

· Keeps up quality standards despite schedule pressures

· Maintains high personal work standards

· Avoids shortcuts that may adversely impact quality

· Achieves targeted results
Teamwork    1  2  3  
      Willingly cooperates and shares appropriate information with customers and coworkers. Recommends ideas/procedures for work improvement or problem solution.
· Acts with integrity and contributes to group effort

· Establishes positive cooperative work relationships with co-workers, managers, and customers

· Accepts new ideas or suggestions from others

· Volunteers timely assistance to team members

· Supports group goals over personal gains

· Supports team ownership of projects to ensure results

· Treats others with respect

· Accepts constructive feedback

· Actively listens to customers and supervisor and asks questions for understanding

· Clearly and appropriately provides verbal and written information using proper channels of communication

Practices Safety on the Job    1  2  3  
      Demonstrates safety practices on the job.

· Demonstrates knowledge and consistently practices shop rules and university safety requirements
· Maintains awareness and practices safety measures on the job, maintains a safe driving record

· Uses safety equipment appropriately
· Properly arranges, sets up, stores and operates equipment

· Does not waste or damage materials, tools, or equipment

· Attends appropriate safety workshops and/or views videos pertaining to position and departmental requirements
Performance Summary:    1  2  3  
Summary of overall achievement and performance

If you rate the employee’s performance 1 in any category, explain below, provide documentation if applicable, and outline how you and the employee will work to improve this.  Any rating of 1  must be reviewed by the appropriate department head, and the category should be initialed by him/her indicating it has been reviewed.  Department head should meet with employee without immediate supervisor in attendance to discuss any problems at request of employee.
​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​
Manager’s Overall Summary
Areas for Staff Development (Describe learning activities, training programs, and actionable suggestions for staff member)

Performance Plan (Set up expectations for coming review period with clear guidelines for meeting expectations, and timelines for periodic review and feedback meetings through the year)
Employee Comments

Please use back of sheet or attach a sheet for additional comments if necessary.

Employee’s Acknowledgment:  This review has been discussed with me. 

My signature does not necessarily mean I agree with the evaluation
Employee Signature
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Supervisor’s Signature









Date
Second-Level Supervisor’s Signature







             Date
Revised 31-Mar-10


