UNIVERSITY OF CALIFORNIA - SAN FRANCISCO

EMPLOYEE PERFORMANCE EVALUATION

For Technical Staff 

	Employee Name
	Department
	Division

	
	
	

	Payroll Title
	Supervisor's Name
	Supervisor's Payroll Title

	
	
	

	UC Hire Date
	Length of time in present classification
	Length of time you have supervised this employee
	Period covered by this evaluation

	
	
	
	

	SECTION I

	JOB WEIGHTING

Indicate percentage of relative importance for each job function for the evaluation period.  Total of all percentages should equal 100%.
	PERFORMANCE RATING (CHECK ONE)

CONSISTENTLY EXCEEDS all standards or goals.  (CE)
MEETS ALL standards or goals and in many instances exceeds them. (MA)
MEETS standards or goals. (M)
PARTIALLY MEETS minimum standards or goals; improvement needed. (PM)
FAILS TO MEET standards or goals; performance unacceptable.  (FM) 

	Primary Job Functions

for Period of Evaluation
	Percentage
	Standards & Goals for This Evaluation Period
	Comments
	Rating:

(see above for codes)

	 FORMCHECKBOX 
  LAB MANAGEMENT:

Organization and ordering of supplies and materials; monitoring lab expenses; managing safety compliance; training of new lab members; overseeing equipment maintenance; misc.


	
	Maintains materials in orderly fashion; has clear understanding of sources and amounts of lab expenses; trains new lab members regarding general procedures; ensures equipment is in good working order; standardizes techniques new to laboratory. 

Other:



	
	

	 FORMCHECKBOX 
  LAB ADMINISTRATION:

Act as lab representative for safety matters; submit radiation, animal use, and other use permits; maintain lab’s administrative records.


	
	Submits applications in timely manner; keeps approvals current; maintains complete and accurate records; stays current on policies and rules affecting lab safety.

Other:



	
	

	 FORMCHECKBOX 
  DATA ANALYSIS:
Documentation of experimental data; analysis of data using manual and computer techniques.


	
	Maintains complete and accurate records; performs analysis thoroughly and rapidly; achieves a minimum of errors in analysis.

Other:



	
	

	 FORMCHECKBOX 
  MICROSCOPY:
Prepare samples; collect data.

	
	Knows how to operate all aspects of microscopes; understands and is skilled in sample preparation techniques.

Other:




	
	


	JOB WEIGHTING

Indicate percentage of relative importance for each job function for the evaluation period.  Total of all percentages should equal 100%.
	PERFORMANCE RATING (CHECK ONE)

CONSISTENTLY EXCEEDS all standards or goals.  (CE)
MEETS ALL standards or goals and in many instances exceeds them. (MA)
MEETS standards or goals. (M)
PARTIALLY MEETS minimum standards or goals; improvement needed. (PM)
FAILS TO MEET standards or goals; performance unacceptable.  (FM) 

	Primary Job Functions

for Period of Evaluation
	Percentage
	Standards & Goals for This Evaluation CONSISTENTLY EXCEEDS all standards or goals.  (CE)
MEETS ALL standards Period
	Comments
	Rating:

(see above for codes)

	 FORMCHECKBOX 
  BIOCHEMICAL TECHNIQUES:

        Prepare extracts; carry out 

        chromatography and electrophoresis

        purity samples; carry out assays.

 FORMCHECKBOX 
  ANIMAL CARE AND SURGERY:

        Oversee care of experimental animals;

        provide for housing and other animal

        needs; perform animal surgery or other

        procedures on animals as needed.

 FORMCHECKBOX 
  IMMUNOLOGY:

        Prepare sera and produce antibodies.

 FORMCHECKBOX 
  TISSUE CULTURE:
        Primary culture, maintenance of cell

        lines, use of sterile technique.

 FORMCHECKBOX 
  COURSE COORDINATION:

        Assemble syllabi and lecture handouts;

        set up exams; maintain labs, equipment

      and specimens.

 FORMCHECKBOX 
  OTHER:________________________
 FORMCHECKBOX 
  OTHER:________________________

	
	Achieves high levels of purity; performs

techniques accurately and consistently.

Other:_______________________________

Complies with all applicable animal research

policies; maintains high quality conditions for 

animals; is skilled in surgery or procedures.

Other:_______________________________

Achieves high purity levels; knows and is 

skilled in techniques for identifying and

screening antibodies.

Other:_______________________________

Prevents contamination, maintains stable 

cell lines in good condition.

Other:_______________________________

Assembles materials in timely fashion;

maintains labs in an orderly and clean

manner; obtains specimens and other

materials in good condition.

Other:_______________________________
	 
	


	SECTION IIa General Factors

	EMPLOYEE PERFORMANCE EVALUATION
     FOR TECHNICAL STAFF IN THE A&PS
	                                   PERFORMANCE RATING (CHECK ONE)

CONSISTENTLY EXCEEDS all standards or goals.  (CE)

MEETS ALL standards or goals and in many instances exceeds them.  (MA)

MEETS standards or goals. (M)

PARTIALLY MEETS minimum standards or goals; improvement needed.  (PM)

FAILS TO MEET standards or goals; performance unacceptable.  (FM)

	
	Standards
	Comments
	Rating:

(see above for codes)

	Communication:  effectiveness in spoken and written communications.

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

Initiative and Innovation:  motivation, resourcefulness, and contribution to improving operations, methods, and procedures.

Job Knowledge:  understands position requirements and information related to work assignments, including protocols where appropriate.  Stays current in field.

Judgment:  utilization of analytical and problem solving skills, and ability to make decisions.  

Planning and Organizing:  ability to set priorities, goals, and objectives; adapt to changing demands; select appropriate work methods; obtain necessary resources.

Productivity:  volume, speed, and consistency of performance.

Quality of Work:  accuracy, completeness, thoroughness, and effectiveness of work results.


	Communicates clearly; responds promptly; messages understood; keeps others informed.

Reliable and conscientious; requires only minimal supervision; meets deadlines.

Works independently, consults outside resources, takes on new assignments and is willing to learn new skills;  seeks ways to improve.

Understands all important aspects of the job.

Makes effective decisions; consults others appropriately; considers all key factors.

Plans realistically; sets appropriate goals; organizes work effectively.

Consistently meets expected levels; work flow satisfactory.

Meets quality standards for job; work is complete and accurate.
	 
	


	SECTION IIa General Factors (continued)

	EMPLOYEE PERFORMANCE EVALUATION
     FOR TECHNICAL STAFF IN THE A&PS
	PERFORMANCE RATING (CHECK ONE)

CONSISTENTLY EXCEEDS all standards or goals.  (CE)

MEETS ALL standards or goals and in many instances exceeds them.  (MA)

MEETS standards or goals.  (M)

PARTIALLY MEETS minimum standards or goals; improvement needed.  (PM)

FAILS TO MEET standards or goals; performance unacceptable.  (FM)



	
	Standards
	Comments
	Rating:

(see above for codes)

	Resource Management:  utilization of space, money, and staff.

Safety:  compliance with University/Hospital safety policies and procedures.

Working with Others:  effectiveness of work relationships with peers, supervisory and others.

Optional Factors:

Literature Knowledge:  utilize scientific literature relevant to specific job duties.


	Uses resources efficiently; maintains complete, accurate records.

Follows safety practices and procedures; encourages others to work safely; fully understands biohazards and exercises good judgment in dealing with hazards.

Is cooperative, receptive, responsive to needs of others.

Remains current on scientific literature and new developments.
	 
	

	SECTION IIb Supervisory Factors (Complete for Supervisors Only)

	Staff Management:  ability to set standards, encourage efficient and productive performance, take appropriate corrective actions.

Affirmative Action:  compliance with University affirmative action policies and procedures

Staff Development:  ability to select, develop, and motivate employees.

Conflict Management:  resolution of conflicts through appropriate intervention.


	Provides leadership for staff; motivates and obtains adequate results for staff.

Treats others fairly; follows affirmative action policies; considers affirmative action goals.

Assesses potential accurately; promotes and provides some development opportunities.

Exhibits tact and diplomacy; intervenes appropriately; promotes positive constructive resolution and makes helpful suggestions for resolving conflicts.
	
	


	SECTION III

	OVERALL EVALUATION:
	Fails to meet

 FORMCHECKBOX 

	Partially Meets

 FORMCHECKBOX 

	Meets

 FORMCHECKBOX 

	Meets All and Often Exceeds

 FORMCHECKBOX 

	Consistently Exceeds

 FORMCHECKBOX 


	Supervisor Comments:  Summary of the overall rating and assessment of employee’s contributions.  This may include comments on major goals during the appraisal period, relative difficulty of the work, relevance of this job to organizational objectives, and other information pertinent to job performance.



	Employee Comments:  Employee’s assessment of contributions.  This may include comments on major goals during the appraisal period, relative difficulty of the work, relevance of this job to organizational objectives, and other information pertinent to job performance.



	SECTION IV

	Planning for Next Appraisal:  This section should reflect planning with input from employee in establishing any changes in goals, standards, job responsibilities, or priorities.



	Planning for Professional Growth and Development
     Supervisor/Departmental role in future development:

     Employee’s role in future development:



	Signature of Immediate Supervisor                                                        Date


	Employee’s Signature                                                                          Date



	Department Head’s Signature                                                                 Date


	Your signature indicates neither agreement or disagreement with the evaluation, but it does indicate that you have read the evaluation, and it has been discussed with you.


