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Performance Evaluation Form 


 (
         
    
Non-supervisor
 Form
)



	Employee Name:

	Title:

	Department:

	Supervisor: 


EVALUATION PERIOD: 

From (Mo/Yr): _______
To (Mo/Yr): __________

TYPE OF APPRAISAL:
Annual: __
Provisional: __

OVERALL SCORE: ____			  

Loyola University Maryland’s Performance Evaluation Form is designed to link employee performance to Loyola’s mission and values as reflected in the Jesuit tradition and to provide guidance and consistency to the evaluation process. It assists the supervisor in making decisions about merit increases, promotions and continuing employment. It should be used to summarize and evaluate the employee’s overall performance for the past year, to establish results to be achieved for specific tasks or projects for the next year, and to identify professional development goals to enable the employee to enhance performance in his/her current position or to prepare him/her for future growth. 
 (
Procedures
)	



1. The supervisor encourages the employee to complete a self-evaluation which will be used as input in the formal evaluation. The supervisor may specify format and deadline for submitting the self-evaluation. 

2. The supervisor prepares the evaluation.  Human resources recommends reviewing it with the next level of supervision before sharing it with the employee.   All evaluations must include an overall evaluation score. Any category where employees are not meeting expectations must be addressed with comments. 

3. The supervisor discusses the evaluation with the employee and provides the employee at least one business day to review the evaluation and make comments. The supervisor must respond on the form to any employee comments.  

4. The employee and the supervisor sign the form and the supervisor forwards it to the next level of supervision for signature. The supervisor must make a copy of the signed evaluation for the employee and for the office file.  

5. The next level supervisor signs the form and forwards it to the human resources office for the employee file. 

Questions regarding Loyola’s performance management process can be addressed to Doris Trainor, Director of Employee Relations and Professional Development at 410-617-1367 or datrainor@loyola.edu.


Performance Levels
The performance levels described below are consistent with those used to determine merit increase ranges. Use these descriptions/levels when completing this section. 

5	Consistently exceeds all job requirements
4	Consistently exceeds some job requirements
3	Fully meets job requirements
2	Needs improvement in meeting job requirements
1	Fails to meet significant job requirements
NA	Factor does not apply to this position

SECTION 1:
Goal Achievement
Use this section to summarize results of goals that were established for this review period. Place an “X” in the space under the performance level that best describes the extent to which expectations were met for each goal. In the Results Achieved column, specify results achieved, to what extent expectations were met and any contributing factors. 
	GOALS/PERFORMANCE STANDARDS
	(Optional)
PRIORITY
A (high)
B
C (low)
	RESULTS ACHIEVED

	
	
	5

	4
	3

	2
	1
	

	
	
	
	
	
	
	
	

	
	
	Results Achieved:


	
	
	
	
	
	
	
	

	
	
	Results Achieved:


	
	
	
	
	
	
	
	

	
	
	Results Achieved:


	
	
	
	
	
	
	
	

	
	
	Results Achieved:


	
	
	
	
	
	
	
	

	
	
	Results Achieved:


	Overall Score Section 1
	5
	4 
	3 
	2 
	1 

	The level of overall performance for section 1
	
	
	
	
	





SECTION 2:
Core Competencies
Place an “X” in the space under the performance level demonstrated by the employee during the review period for the following competencies. Use the Planned Skilled Development column to address plans for improvement or to develop and reinforce strengths. 
	CORE COMPETENCIES
	5
	4
	3
	2
	1
	PLANNED SKILL DEVELOPMENT

	Job Knowledge
	
	
	
	
	
	

	· Understands relevant University and department processes/procedures/operations
· Keeps informed of latest developments in area of specialty
· Understands and promotes the University’s mission and values
	Examples:

	

	Quality:
	
	
	
	
	
	

	· Completes assignments to department standards
· Recognizes and corrects errors
· Work requires little or no supervisory review
	Examples:

	

	Productivity:
	[bookmark: Check11]
	[bookmark: Check12]
	[bookmark: Check13]
	[bookmark: Check14]
	    
	

	· Organizes and plans assignments
· Manages priorities
· Uses University resources effectively 
· Adjusts to changing schedules and deadlines
· Learns and uses technology to increase productivity
	Examples:
	

	Dependability:
	
	
	
	
	
	

	· Meets attendance and punctuality standards
· Follows department procedures for notification of absence or lateness
· Meets schedules and deadlines for all assignments
	Examples:

	

	Relationships with Others:
	[bookmark: Check21]
	[bookmark: Check22]
	[bookmark: Check23]
	[bookmark: Check24]
	
	

	· Develops and fosters professional relationships
· Works collaboratively with others to achieve desired results
· Works comfortably and effectively with people of all races, ages, nationalities, cultures, abilities, sexual orientations, etc.
· Approaches others with sensitive information in a non-threatening manner
· Listens to and acknowledges others’ ideas and concerns
· Regulates own emotions
	Examples:

	

	Communication:
	[bookmark: Check16]
	[bookmark: Check17]
	[bookmark: Check18]
	[bookmark: Check19]
	
	

	· Openly exchanges information in a timely manner
· Uses confidential information with discretion
· Writes in a clear/concise manner
· Speaks in a clear/concise manner
	Examples:

	

	Customer Service:
	[bookmark: Check46]
	[bookmark: Check47]
	[bookmark: Check48]
	[bookmark: Check49]
	
	

	· Is welcoming, courteous and helpful
· Responds quickly and effectively to constituent requests 
· Maintains composure when dealing with constituent problems and concerns
· Follows up to ensure constituent satisfaction
	Examples:


	

	Initiative:
	[bookmark: Check1]
	[bookmark: Check2]
	[bookmark: Check3]
	[bookmark: Check4]
	
	

	· Identifies what needs to be done and takes action
· Suggest ways to improve operations
· Keeps current with new work methods, skills, and technologies related to job
· Willingly accepts additional assignments
· Takes ownership for self development and learning
	Examples:



	

	Problem Solving/Judgment:
	
	
	
	
	
	

	· Identifies and resolve problems
· Solves problems in a logical, systematic manner
· Evaluates information and selects appropriate alternatives
· Switches strategies and tactics if current ones aren’t working
	
	

	Integrity:
	[bookmark: Check36]
	[bookmark: Check37]
	[bookmark: Check38]
	[bookmark: Check39]
	
	

	· Demonstrates commitment to Loyola’s vision, mission and core values
· Follows University/department policies standards and procedures
· Holds self accountable for mistakes
	Examples:

	

	Overall Score Section 2
	5
	4 
	3 
	2 
	1 

	The level of overall performance for section 2
	
	
	
	
	



SECTION 3:
	OVERALL EVALUATION SCORE 

	5
	4 
	3 
	2 
	1 

	The level of overall performance for sections 1 and 2
	
	
	
	
	



SECTION 4:
Status 
This section is completed for provisional employees only. Please choose the appropriate status.

	The status checked below will be effective: ___________________
                                                                                      (Date)  

	
	Regular (as defined in the policy manual)

	
	Dismissal (The dismissal date should be no later than the end of the provisional period)

	
	Request for extension of the provisional period until  ___________________. (The length of the extended provisional period should not exceed 30 calendar days for staff employees and 180 calendar days for administrators).




SECTION 5: 
Comments
This section is for optional employee comments. The supervisor must respond to the employee comments in the supervisor comments section. 

Employee Comments:













Supervisor Comments:
















SECTION 6:
Signatures

Immediate Supervisor: ________________________________    Date: ____________

My supervisor has reviewed this document with me. My signature indicates that I have reviewed this appraisal, but does not imply my agreement or disagreement with this appraisal.

Employee: ________________________________     Date: ____________

Next Level Supervisor: _______________________     Date: ____________


Please return the completed form to the human resources office. Thank you.
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