UNIVERSITY OF CALIFORNIA, SAN FRANCISCO

Employee Performance Evaluation

(For Staff Positions NOT covered by a Bargaining Unit)

	Employee’s Name
	Department
	Division

	Payroll Title
	Date Hired
	Period Covered by this Evaluation

From:                              To:

	Supervisor’s Name
	Supervisor’s Payroll Title
	Length of Time You Have Supervised This Employee

From:                               To:


 FORMCHECKBOX 

Supervisor’s Assessment




 FORMCHECKBOX 

Self-Assessment
Instructions: Evaluate each of the general factors/competencies below. Specific comments may be made in the box provided to the right of the responsibility. Comments are required for ratings of Improvement Needed and Unsatisfactory. 

KEY:
N/A
Not Applicable

CE 
Consistently Exceeds

MS
More than Satisfactory

S
Satisfactory

IN
Improvement Needed

U
Unsatisfactory

SECTION I

	Rating Factors
	N/A
	CE
	MS
	S
	IN
	U
	Comments

	Communications Skills:  Effectiveness in spoken and written communications.

	Writing is clear and concise.
	
	
	
	
	
	
	

	Oral communication is clear. Checks for understanding.
	
	
	
	
	
	
	

	Shares information willingly.
	
	
	
	
	
	
	

	Listens respectfully to the ideas and opinions of others. Seeks clarification.
	
	
	
	
	
	
	

	Accepts and expresses feedback constructively.
	
	
	
	
	
	
	

	Presents data and information effectively.
	
	
	
	
	
	
	

	Dependability: Reliability in work habits and completing assignments; ability to meet deadlines.

	Reliable and conscientious; meets deadlines.
	
	
	
	
	
	
	

	Requires minimal supervision.
	
	
	
	
	
	
	

	Arrives on time and is prepared to begin work.
	
	
	
	
	
	
	

	Meets attendance standards.
	
	
	
	
	
	
	

	Is accountable for job responsibilities. 
	
	
	
	
	
	
	

	Initiative and Innovation: Motivation and resourcefulness; contributions to improving operations, methods, and procedure.

	Creative and willing to experiment with new approaches and solutions to providing quality processes, services, and products.
	
	
	
	
	
	
	

	Seeks ways to streamline processes.
	
	
	
	
	
	
	

	Challenges status quo processes in appropriate ways.
	
	
	
	
	
	
	

	Seeks training and development; seeks additional information and clarification.
	
	
	
	
	
	
	


KEY:
N/A
Not Applicable

CE 
Consistently Exceeds  
MS
More than Satisfactory

S
Satisfactory

IN
Improvement Needed
U
Unsatisfactory

	Rating Factors
	N/A
	CE
	MS
	S
	IN
	U
	Comments

	Judgment::  Utilization of analytical and problem-solving skills; ability to make effective decisions.

	Demonstrates sound reasoning. Tests validity of information. Judgments and decisions are consistent, effective and accurate.
	
	
	
	
	
	
	

	Recognizes problems, opportunities and trends early. Defines problems effectively; gets to the heart of a problem.
	
	
	
	
	
	
	

	Makes decisions; consults others appropriately. Considers all key factors.
	
	
	
	
	
	
	

	Demonstrates and respects confidentiality.
	
	
	
	
	
	
	

	Demonstrates effective utilization of space, fiscal and University resources.
	
	
	
	
	
	
	

	Planning And Organization:  Priority goal and objective setting.
	

	Prioritizes and plans task/projects. Uses time efficiently.
	
	
	
	
	
	
	

	Sets goals and objectives.
	
	
	
	
	
	
	

	Identifies and engages people and resources necessary to accomplish task.
	
	
	
	
	
	
	

	Performs follow-up/ through tasks well.
	
	
	
	
	
	
	

	Productivity: Performance in the required amount of work.

	Amount of work completed; level of productivity.
	
	
	
	
	
	
	

	Work completed on schedule; meets deadlines.
	
	
	
	
	
	
	

	Uses time efficiently.
	
	
	
	
	
	
	

	Handles interruptions appropriately. Adapts to changes in demands and assignments.
	
	
	
	
	
	
	

	Professionalism: Demonstration of demeanor appropriate to work setting.

	Understands and acts in accordance with University policies, including the campus’ Code of Conduct.
	
	
	
	
	
	
	

	Maintains professional demeanor in difficult situations.
	
	
	
	
	
	
	

	Is cooperative, dependable, and responsive to customers.
	
	
	
	
	
	
	

	Quality of Work: Manner in which the employee completes jobs assignments

	Keeps accurate, thorough, legible and up-to-date records.
	
	
	
	
	
	
	

	Adheres to protocols/checklists, instructions, and policies.
	
	
	
	
	
	
	

	Maintains neat and orderly working environment.
	
	
	
	
	
	
	

	Quality does not diminish during periods of high stress.
	
	
	
	
	
	
	

	Safety: Compliance with regulatory and University safety policies and procedures.

	Follows safety practices and procedures.
	
	
	
	
	
	
	

	Awareness of and in compliance with ergonomic recommendations.
	
	
	
	
	
	
	

	Supportive Work Environment: Contribution to and promotion of a positive work environment. 

	Contributes to a safe, healthy and comfortable work environment. 
	
	
	
	
	
	
	

	Respects others view points and contributions as stated in the campus’s Principles of Community.
	
	
	
	
	
	
	


KEY:
N/A
Not Applicable
CE
Consistently Exceeds
MS
More than Satisfactory


S
Satisfactory
IN
Improvement Needed
U
Unsatisfactory

	Rating Factors
	N/A
	CE
	MS
	S
	IN
	U
	Comments

	Working With Others: Willingness to understand and effectively work with diverse colleagues.

	Fosters positive and effective relationships with co-workers, supervisors, team members, and clients.
	
	
	
	
	
	
	

	Accepts and facilitates change in a positive manner.
	
	
	
	
	
	
	

	Willing to understand and effectively work with diverse colleagues. Demonstrates tact and diplomacy.
	
	
	
	
	
	
	

	Job Knowledge: Understanding of position requirements and information related to work assignments, including protocols (where appropriate). Application of job knowledge and skills to assignments.

	Knowledgeable on all aspects of the job.
	
	
	
	
	
	
	

	Stays current in field. Maintains current training, certifications, and/or licensing as required.
	
	
	
	
	
	
	

	Drop in specific job duties from job description as needed:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


SECTION II

	Overall Performance Rating

Place an “X” in the box which describes the employee’s overall performance rating.

	CONSISTENTLY EXCEEDS                 MORE THAN SATISFACTORY           SATISFACTORY              IMPROVEMENT NEEDED               UNSATISFACTORY

 FORMCHECKBOX 
                                               FORMCHECKBOX 
                                             FORMCHECKBOX 
                                                 FORMCHECKBOX 
                                              FORMCHECKBOX 


	


	Supervisor’s Comments


	Action Plans/Training And Development Goals

If applicable, summarize any specific projects, performance objectives, or training and development plans for the next review period.




	Employee Comments

Optional. If employee wishes to do so, any comments concerning the appraisal may be indicated in this section.


	Employee Signature:
                  Date:

Your signature indicates neither agreement nor disagreement with the evaluation, but it does indicate that you have read the evaluation, and it has been discussed with you. If you wish, you may comment in the space above.


	Supervisor

Signature:
                            Date:
	Department Head

Signature:
                             Date:


SECTION III

SUPERVISORY/LEADERSHIP ACUMEN

 (Applies to Supervisors and Managers Only)

Key:
N/A
Not Applicable
CE
Consistently Exceeds

MS
More Than Satisfactory

 S
Satisfactory
IN
Improvement Needed

U
Unsatisfactory

	Rating Factors
	N/A
	CE
	MS
	S
	IN
	U
	Comments

	Affirmative Action/Diversity: Compliance with Affirmative Action policies and procedures.

	Supports UCSF diversity programs and efforts.
	
	
	
	
	
	
	

	Accepts and respects individual differences.
	
	
	
	
	
	
	

	Maintains an environment where individuals are treated with dignity and respect.
	
	
	
	
	
	
	

	Conflict Management: Resolution of conflicts through intervention.

	Identifies conflict at the earliest opportunity.
	
	
	
	
	
	
	

	Identifies and utilizes available UCSF resources.
	
	
	
	
	
	
	

	Motivates and supports skills development in communication and conflict management.
	
	
	
	
	
	
	

	Customer Service: Response to customer needs; level of service provided.

	Instills pride in performance, service, innovation, and quality.
	
	
	
	
	
	
	

	Fosters customer service orientation.
	
	
	
	
	
	
	

	Human Resources Management: Management of personnel through decision making, strategies, practices, functions, policies, and activities. 

	Promotes diversity in recruitment practices.
	
	
	
	
	
	
	

	Ensures that employees are oriented to the University and department.
	
	
	
	
	
	
	

	Supports training and development of staff.
	
	
	
	
	
	
	

	Considers alternate work schedule, telecommuting, and flex and release time when appropriate.
	
	
	
	
	
	
	

	Rewards and recognizes employees.
	
	
	
	
	
	
	

	Evaluates staff annually and as needed.
	
	
	
	
	
	
	

	Addresses performance issues and responds to concerns in a timely manner.

ttimtttttittimmmmmmammmmmmmanmannmmanner.
	
	
	
	
	
	
	

	Leadership Skills: Providing direction and motivation; modeling ethical behavior by being open, consistent, honest, and fair.

	Develops and articulates a mission/vision statement.
	
	
	
	
	
	
	

	Supports brainstorming, debate and experimentation.
	
	
	
	
	
	
	

	Sets standards for self as well as for others; leads by example.
	
	
	
	
	
	
	

	Utilizes budgets and projections to forecast and recommend long-range fiscal plans.
	
	
	
	
	
	
	

	Managerial Skills: Creating and maintaining an internal environment in which people can work efficiently.

	Has working knowledge of University, campus, and departmental policies and procedures.
	
	
	
	
	
	
	*



	Promotes a safe working environment.
	
	
	
	
	
	
	

	Delegates tasks effectively.
	
	
	
	
	
	
	

	Elicits feedback from others.
	
	
	
	
	
	
	

	Accepts, supports, and prepares for organizational change.
	
	
	
	
	
	
	

	Uses technology to enhance communications and improve business processes.
	
	
	
	
	
	
	

	Sets specific goals for productivity and process improvements.
	
	
	
	
	
	
	

	Utilizes network of campus resources.
	
	
	
	
	
	
	

	Clearly defines job responsibilities for staff within appropriate classification.
	
	
	
	
	
	
	

	Controls costs and maximizes resources.
	
	
	
	
	
	
	

	Makes decisions based on sound business reasoning.
	
	
	
	
	
	
	


