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ANNUAL PERFORMANCE EVALUATION
for Unclassified Professional Staff
Employee Name Click or tap here to enter text. 

Supervisor Name Click or tap here to enter text. 

Department/Unit Click or tap here to enter text. 

Evaluation Period: Click or tap here to enter text.

To be completed by the EMPLOYEE:

Employees: Complete items 1 and 2 with your accomplishments and goals then email the saved copy to your supervisor.  Employee comments can be added after your meeting to discuss the rating with your supervisor.

1. Discuss accomplishments made in the last year.
Click or tap here to enter text.

2. Discuss at least 3 goals you would like to accomplish in the coming year.
Click or tap here to enter text.

To be completed by the SUPERVISOR:

Supervisors: Complete the items below and meet with the employee to discuss.  Rate each factor on a scale of 1 (worst) to 5 (best).

Job Knowledge and Skills: Understanding and execution of job responsibilities including quality of work and productivity.
Select Rating: Choose an item. 
Comments: 
Click or tap here to enter text.

Working Relationships.  Maintains effective relations with supervisors, subordinates (if any), administrators, clientele, coworkers, peers, and other offices.  Maintains a service-oriented philosophy.  Is a team player.  Maintains open and effective communications.
Select Rating: Choose an item. 
Comments: 
Click or tap here to enter text.

Problem-Solving and Decision-Making: Ability to identify issues, analyze options, and make sound decisions.  Makes effective short-term plans and anticipates long-range challenges and opportunities.  Gets input from others as appropriate.  Looks for innovative ideas.  Adapts well to organizational change and new ideas, methods, and approaches.
Select Rating: Choose an item. 
Comments: 
Click or tap here to enter text.

Professionalism.  Represents the organization in a positive manner.  Respects and follows internal policies, procedures, and work rules.  Effectively utilizes financial and human resources and equipment and facilities.  Maintains a professional atmosphere in the office.  Ensures that work produced is professional in nature and appearance.
Select Rating: Choose an item. 
Comments: 
Click or tap here to enter text.

Leadership and Supervision (if applicable).  For those in supervisory roles, ability to lead, mentor, and develop team members.  Leads by example.  Evaluates subordinate performance effectively.  Addresses performance problems and recognizes good work.  Provides appropriate training for employees.
Select Rating: Choose an item. 
Comments: 
Click or tap here to enter text.

Overall Performance Rating
Choose an item.

Supervisor Comments
Click or tap here to enter text.

Employee Comments
Click or tap here to enter text.


JOB DESCRIPTION REVIEW: Review the employee’s description each year and update if needed.
Reviewed with employee?  Choose an item.	Update Attached? Choose an item.
 Descriptions should be submitted on the AgCenter Job Description Template.

SIGNATURES.  The ratings provided above have been reviewed and discussed privately with the employee.
 
Supervisor Signature 							 Date 	Click to enter a date.	

Dept Head Signature 							 Date 	Click to enter a date.	


Acknowledgement:  Employee signature does not imply agreement or disagreement w/ evaluation.

Employee Signature 							 Date 	Click to enter a date.	

Supervisors should submit the fully signed copy to HRM by September 1 each year.
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