SCHOOL OF MEDICINE PERFORMANCE APPRAISAL FORM

	Employee’s Name:


	Department:
	Division:

	Payroll Title (Class):


	Date Hired:
	Date Assigned

Present Classification:


	Period Covered 

By This

Appraisal:                                to

	Supervisor’s Name:


	Supervisor’s Payroll Title:
	Length of Time                            yrs          mos

You have Supervised

This Employee

	IMPORTANCE OF EVALUATION FACTOR:

Consider the importance of each factor in terms of its effect on total job performance:

3 – Critical

2 – Very important

1 – Moderately important
	EVALUATION STANDARDS: Please rate the employee according to the following definitions:

E = Exceptional.  Performance well exceeds expectations and is consistently outstanding.

A = Above Expectations. Performance is consistently beyond expectations.

S = Solid Performance. Performance consistently fulfills expectations and at times exceeds them.

I = Improvement Needed. Performance does not consistently  meet expectations.

U = Unsatisfactory. Performance is consistently below expectations. Deficiencies should be                                                                                         addressed as noted in the performance appraisal.

	JOB FUNCTION REVIEW: Refer to the Functions listed on currently approved job description.

	IMPOR-

TANCE
	RATING
	

	
	
	


PERFORMANCE REVIEW:  To be completed for all employees.

	
	
	1
	JOB KNOWLEDGE: Evaluate the use of information, procedures, materials, equipment and techniques required for current job.

	
	
	2
	QUALITY: Evaluate the accuracy, completeness, and follow-through of work.

	
	
	3
	PLANNING/ORGANIZING: Consider effectiveness in response to varying work demands, through developing efficient methods, setting goals and objectives, establishing priorities, and utilizing available resources.

	
	
	4
	PRODUCTIVITY: Evaluate the volume and timeliness of work based on the resources available to accomplish departmental/unit goals and priorities.

	
	
	5
	INITIATIVE/INNOVATION: Evaluate the self-starting ability, resourcefulness, and creativity to formulate and propose innovate solutions and improvement to the duties of the position.

	
	
	6
	TEAMWORK/COOPERATION: Consider effectiveness of working relationships with other employees, students, and faculty to solve problems, improve work processes, share information and resources, and accomplish specific tasks in a professional and ethical manner.

	
	
	7
	DEPENDABILITY:  Consider punctuality, regularity in attendance, meeting deadlines, and performing work without close supervision.

	
	
	8
	COMMUNICATION: Evaluate the clarity of ideas expressed, effectiveness of oral and written presentations, and listening to and interacting with others in a helpful, informative and professional manner.

	
	
	9
	UCSD STANDARDS: See Attached Description.


SUPERVISORY PERFORMANCE REVIEW: This section should also be completed for supervisory and managerial employees. If the position is not supervisory, omit this section.

	
	
	1
	LEADERSHIP: Setting realistic standards, encouraging efficient, productive performance, providing good managerial example, inspiring enthusiasm for professional goals, and promoting ethical behavior.

	
	
	2
	DELEGATING: Consider areas such as utilizing capabilities of people and resources, distributing work and regulating work flow.

	
	
	3
	EMPLOYEE DEVELOPMENT: Rate aspects such as providing career development resources and offering guidance, communicating priorities, goals and objectives; ensuring that assignments are completed accurately and on time and providing continuous performance feed back as well as annual performance review.
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OVERALL APPRAISAL RATING


The overall evaluation is a composite evaluation of the individual functions of the position and the individual performance factors.


_______________

       (Rating)

COMMENTS SUPPORTING THE OVERALL APPRAISAL OF PERFORMANCE

(Attach additional sheets if required)

FUTURE PLANS/ACTIONS/GOALS: Discuss future growth (if appropriate), employee development and other plans/actions dictated by the evaluation.

EMPLOYEE COMMENTS

	SIGNATURE OF IMMEDIATE SUPERVISOR


	DATE
	EMPLOYEE’S SIGNATURE: My signature indicates neither agreement nor disagreement with the appraisal, but it does indicate that I have reviewed the UCSD Standards, and read the appraisal, and both have been discussed with me. I understand that I may complete the Employee Comments as part of this appraisal.



	SIGNATURE OF ENDORSING SUPERVISOR


	DATE
	

	DEPARTMENT HEAD SIGNATURE


	DATE
	SIGNATURE
	DATE
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UCSD STANDARDS

Employee’s Name: ____________________________________   Date of Appraisal: ________________________

The UCSD Standards represent four areas of individual performance that are critical to the success of the UCSD organization: The UCSD principles of Community, Diversity, Health and Safety, and Customer Service. Please rate the following organization-wide standards of performance according to the appraisal rating and definitions provided.

Rating:

______
UCSD Principles of Community: …” to foster the best possible working and learning environment, UCSD strives to maintain a climate of fairness, cooperation, and professionalism. UCSD faculty, staff and students are expected to support, integrate and practice these basic principles as individuals and in groups…” (stated in part)

· Understands the significance of The UCSD Principles of Community and demonstrates respect for these principles through conduct in the workplace.
· Ensures that the significance of The UCSD Principles of Community is integrated into operational activities within the manager’s and supervisor’s areas of responsibility.
______
Diversity:  A general term for indicating that many people with many differences are present, welcome, and productive in an organization. Diversity refers to culture, race, ethnicity, language, national origin, religion, gender, age, disability, and sexual orientation.

· Accepts and supports diversity in the workplace.

· Ensures that policies, practices, services, and behaviors support and accept diversity.
· Ensures that all employees participate in training that supports diversity.
· Ensures a diverse work force.
______
Health and Safety:  Safety and environmental issues are essential elements of ensuring the continued success of UCSD and its employees.  As with any progressive organization, UCSD’s primary strength is its people, the many individuals that comprise the faculty, staff and student populations. To ensure that these individuals have a chance to contribute to the University’s mission, each must be afforded a safe, healthy and environmentally sound workplace.

· Is cognizant of, supportive of, and abides by safety, health, and environmental standards in the workplace.

· Ensures that policies, practices, services, and behaviors support accepted safety, health, and environmental standards.
· Managers and supervisors ensure that all employees participate in safety, health, and environmental protection, and receive appropriate training.
______
Customer Service:  UCSD is a large, complex organization with many internal and external customers. UCSD has an organization philosophy to provide the best possible products and services.

· Identifies Customer:  Everyone is a customer who directly and indirectly receives knowledge, services, products, and information from the UCSD community.

· Ensures Customer Satisfaction:  Fosters positive partnerships with UCSD’s customers that recognizes their perceptions of urgency and preferences, understands their expectations, and responds consistently with the highest possible levels of service.

· Demonstrates the Valuing of Employees:  Values, recognizes, and acknowledges employees and that employee morale and job satisfaction are essential to outstanding customer services. Encourages the alignment of employee values and job performance to support customer satisfaction.
· For managers and supervisors
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EMPLOYEE SELF-APPRAISAL

(Optional)

Employee’s Name: ____________________________________   Date of Appraisal: ________________________

Optional self-appraisal for employees should be completed by the employee prior to supervisor review.

Major Job-related Accomplishments 


1.


2.


3.


4.


5.


6.


7.


8.


9.


10.

Employee Goals for next review period


1.


2.


3.


4.


5.


6.


7.


8.


9.


10.
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