Aurora University
Aurora University an inclusive community dedicated to the transformative power of learning

Performance Appraisal Form
Appraisal Period – From: __________ To: __________

Employee Name:  __________________________      Title: ______________________________________
Department:  ______________________________       
I.  FOR ALL EMPLOYEES:  Place an “X” in the box immediately to the left of the selected rating.  Justification/comments are REQUIRED for all ratings except "Meets Expectations".  "Unacceptable" and "Needs Improvement" ratings must have been addressed prior to this appraisal.  Indicate N/A for elements that are not part of this person’s job assignment.
1. Customer Service:  Anticipates, listens to, understands, and responds to customer needs (students, co-workers, supervisors and the public).  Reacts to questions and issues with an attitude of collegiality and problem solving (e.g., educating the person on a procedure and why it is followed; or helping a person solve his/her problem).  Delivers work product and services to customers in a way that reflects positively upon the department and the University.
Unacceptable         Needs Improvement       Meets Expectations       Exceeds Expectations        

Justification/Comments:  

2. Job Knowledge:  Understands normal job expectations.  Demonstrates and maintains current knowledge and skills necessary to perform the job effectively, including job-specific technical procedural competencies.  In certain positions, this includes knowledge of College policies, rules, procedures, and their supporting statutes.

Unacceptable         Needs Improvement       Meets Expectations         Exceeds Expectations        


Justification/Comments:  
3. Judgment:  Recognizes the best way to perform the job.  Identifies problems; proposes alternative solutions; is open to new or different solutions.  Determines which problems to handle independently and which to refer to appropriate personnel.  Follows up on problems and helps to bring about resolution.  Where applicable, follows safety standards and promotes safety awareness in the area.

Unacceptable        Needs Improvement        Meets Expectations        Exceeds Expectations        


Justification/Comments:  
4. Reliability; Dependability:  Works efficiently and uses time effectively in the absence of close supervision.   Meets promised deadlines without sacrifice of accuracy, quality, or customer satisfaction; reports unavoidable delays in advance of deadline.  Meets the work schedule expectations of the position.  Demonstrates flexibility and willingness to assist by taking on difficult or inconvenient responsibilities.  Complies with University and departmental policies and procedures.

Unacceptable         Needs Improvement        Meets Expectations          Exceeds Expectations        


Justification/Comments:  
5. Quality of Work:  Meets customer and department expectations for quality and presentability   of work.  Accurately and thoroughly completes work.
Unacceptable         Needs Improvement       Meets Expectations       Exceeds Expectations        

Justification/Comments:  
6. Quantity of Work:  Successfully completes an adequate volume of work on a timely basis.  Establishes appropriate priorities for fulfilling various job tasks.  Demonstrates the ability to plan job tasks in an efficient manner and the flexibility to meet changes in priorities and to accommodate work interruptions.

Unacceptable        Needs Improvement          Meets Expectations          Exceeds Expectations        


Justification/Comments:  
7. Interpersonal and Communication Skills:  Effectively receives and conveys ideas and information orally and/or in writing; productively participates in meetings as applicable.  Contributes to a suitable communication environment. 

Unacceptable         Needs Improvement         Meets Expectations          Exceeds Expectations        


Justification/Comments:  
8. Teamwork:  Establishes and maintains effective working relationships with others in working toward common goals; contributes to a work atmosphere conducive to team development.  Shares information, expertise and resources with others.  Responds to requests from others on the team in a helpful manner.  Makes suggestions to improve the efficiency and effectiveness of the work unit with due concern for others on the team.

Unacceptable        Needs Improvement       Meets Expectations          Exceeds Expectations        

Justification/Comments:  
9.
Review of Job Description:    Review and discuss the current job description.  Attach a copy signed by the employee and supervisor to the appraisal form.  If changes are made, send an electronic version with changes to Human Resources.
10.
Review of Prior Year Goals and Developmental Objectives:

II.   OVERALL RATING:
Unacceptable             Needs Improvement              Meets Expectations                Exceeds Expectations        

III.   GOALS AND DEVELOPMENTAL OBJECTIVES:  List specific goals for the next appraisal period.
IV.   EMPLOYEE’S COMMENTS:
Employee must sign appraisal to show s/he has read it and discussed it with supervisor.  
Employee signature does not necessarily indicate agreement with the contents.
_______________________________________
_____________

Employee Signature



Date

_______________________________________
_____________

Supervisor Signature



Date

_______________________________________
______________

Vice President Signature



Date 
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