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Performance Management Assessment
Version 1
	Employee:
	
	Evaluation Period:
	

	Position Title:
	


This is an expandable document. Insert additional boxes and commentary as necessary.  

SECTION 1: POSITION DESCRIPTION
Review (or create) the current position description.  Update as needed, and attach to this plan.  If the knowledge, complexity and scope of the position have changed significantly, consider requesting a classification review.  Contact the Compensation Manager in HR, 9-2541, for guidance.

SECTION 2: PERFORMANCE PLAN 

At beginning of performance cycle, define SMART objectives, how they will be measured and their target completion dates.  Two to four annual objectives are usual. The assessment sections are filled in periodically during coaching and objective review sessions and at the end of the cycle.

A. Result-Based Objectives:
	Objective:
	Measure:
	Completion Date:



	Employee Self-Assessment:

	Supervisor Feedback:


	Objective:
	Measure:
	Completion Date:



	Employee Self-Assessment:

	Supervisor Feedback:


B. Personal Competencies related to Objectives   Competencies related to successful completion of objectives.  Gather feedback from “Observers” before doing assessment.
	Competency and Behavioral Examples:
	Observation Method(s)/Times:
	Observer(s):

	Employee Self-Assessment:

	Supervisor Feedback:


	Competency and Behavioral Examples:
	Observation Method(s)/Times:
	Observer(s):

	Employee Self-Assessment:

	Supervisor Feedback:


SECTION 3:  ADDITIONAL ASSESSMENT FACTORS

A. Other Accomplishments  Summarize job responsibilities, major achievements, projects or assignments not covered by the specific objectives in Section 2: A and B.  Fill in this section during coaching sessions and complete it as part of the assessment phase.  
	


B. Supervisor's Overall Assessment Complete this section during the assessment phase of the process.
	


C. Performance Summary   Consider performance to annual objectives, competencies and expectations of position description plus any other significant contributions and select a descriptor from the list below by putting an “X” in the appropriate box on the right.

	Exceptional Performance. Always exceeds expectations for this position.
	

	Above average performance. Frequently exceeds expectations for this position.
	

	Expected level of performance. Consistently performs acceptably in position.
	

	Improvement is expected. Sometimes does not meet expectations for position.
	

	Major improvement required. Usually does not meet expectations for position.
	


SECTION 4: POST-ASSESSMENT COMMENTS  (Attach additional page(s) if needed) (Optional)
	Employee Comments:

	Supervisor Comments:


SECTION 5:  PROFESSIONAL DEVELOPMENT
	Employee interests in professional development, special assignments or other positions:
	Plans or actions to achieve desired growth:


SECTION 6: ACTION LOG AND SIGNATURES

	Phase
	Comments/Actions (Comments and other notes here are optional.)
	Signatures

	Planning

This phase includes review and update of position description, and planning for outcomes and competency demonstration.
	Please initial any comments.
	
Employee






Date


Supervisor






Date


2nd Level Supervisor




Date

	Coaching/

Feedback

This phase includes any changes to original plan based on significant changes in planning assumptions.  Two or more sessions/

year are recommended.


	This is a good place to document agreement to change an objective due to significant changes in planning assumptions. Please initial any comments.
	
Employee






Date


Supervisor






Date


Employee






Date


Supervisor






Date

	Assessment

This phase includes assessment of annual outcomes, demonstration of competencies and performance to expectations of the position description as well as any other significant contributions.


	Please initial any comments.
	
Employee






Date


Supervisor






Date


2nd Level Supervisor




Date

















