Staff Performance Appraisal – page 3

Goshen College Employee Performance Appraisal and Development Plan

Name ____________________________________    Evaluation period: ______________________________
Date job description reviewed
_________
The performance appraisal measures selected competencies/essential functions in the job performance of the employee in the past review period and creates a plan for achieving goals.  The first 4 items to be rated are specific  job assignments and are chosen each year by the supervisor and employee together. The next 4 reflect college-wide values and critical competencies. Each area is rated on a three-point scale.  Comments are encouraged in every category, and required when performance is marked as exceeding expectations or needing improvement. The last and most important page lists employee goals and plans for achieving them in the next year along with space for  long-range goals and employee comments.
1.
____________________________________________________ ________________________
____ Exceeds expectations
_____ Meets expectations
____Needs improvement


Comments:  

2.  
________________________________________________________ _____________________
_____ Exceeds expectations
_____ Meets expectations
____Needs improvement


Comments:

3.  
_______________________________________________ _______________________________
_____ Exceeds expectations
_____ Meets expectations
____Needs improvement


Comments:  

4.  
____________________________________________________________________________ ___
_____ Exceeds expectations
_____ Meets expectations
____Needs improvement


Comments:   

5.  EXTERNAL CUSTOMER SERVICE

Measures effectiveness of serving external customers (students, parents, alumni, donors, general public, etc), with commitment to their satisfaction.
_____ Exceeds expectations
_____ Meets expectations
____Needs improvement


Comments:  

6.  INTERNAL INTERACTION
Measures effectiveness of working as a team/committee member with co-workers to achieve goals, both within and between departments.
_____ Exceeds expectations
_____ Meets expectations
____Needs improvement


Comments:  

7.  VALUES AND MISSION 

Measures the employee’s expression of college core values and mission in day-to-day work and relationships.

_____ Exceeds expectations
_____ Meets expectations
____Needs improvement


Comments: 
8.   INTERCULTURAL COMPETENCY

      Measures the employee’s initiative to learn and exhibit competent and anti-racist behavior in
      relating to persons from other cultural backgrounds.

  _____ Exceeds expectations
_____ Meets expectations
____Needs improvement


Comments: 
 9.    OVERALL EVALUATION 

  Considers all factors indicated above; the definition that best describes overall contribution during past period.

_____ Exceeds expectations
_____ Meets expectations
____Needs improvement

General comments:  

__________________________________________

                                                                                     Supervisor’s signature                 Date

I have read and discussed the evaluation and comments herein.  I understand that signing this form does not indicate agreement or disagreement with the evaluation.  



                                                                                               _________________________________________

Employee’s signature                               Date

Goals for next year:

Plan for achieving next year's goals (development activities, other resources needed):

Long-term goals:

Employee comments:

(attach additional pages if needed)

