WHEATON COLLEGE

PERFORMANCE EVALUATION
Employee Name 
Employee W#
Job Title
Department
Time in Position

Supervisor 
Supervisor's Title

Review Period (month and year) From
To 

PURPOSE:

The purpose of performance evaluation is to discuss the past year's performance and to determine objectives for the future.  This includes:


.
Evaluating how successfully the responsibilities of the job are being performed.


.
Giving recognition for accomplishments.


.
Communicating expectations for the performance of work.


.
Assisting with professional development and identifying additional training needs.


.
Identifying areas needing development and designing a plan to address these areas.

PROCEDURE FOR SUPERVISORS:

1.
Review and update the position description with your employee.  The job description and other job-related and performance-related information should be reviewed to put the entire year's performance into focus.

2.
Schedule a performance meeting time.

3.
Supervisors complete the Performance Evaluation form and employees complete the Personal Performance Review form before the meeting.  Both forms will eventually become part of the employee's personnel file.

4.
Meet privately to exchange and discuss the Performance Evaluation and Personal Performance Review forms, and plan for the next year.

5.
Following the discussion, include any revisions to the forms, then see that the forms are appropriately signed and dated.

6.
Make two copies of each form, for the employee and supervisor's file, and forward the completed forms to your Division Officer for review.

7.
Your Division Officer reviews and signs the forms and sends them to the Human Resources Department for the employee's file. 

Instructions:  Within each performance area, check the applicable expectation category.  The narrative area is available to provide examples and comments.


does not meet
meets most
meets all
far exceeds


expectations
expectations
expectations
expectations

Quality of work:
_____
_____
_____
_____

accuracy, skill and thoroughness.

Volume of work: 
_____
_____
_____
_____

output, workload capacity.

Effectiveness: 
_____
_____
_____
_____

Ability to bring assignments to

successful completion, including

ability to adapt methods to

accommodate change.

Initiative:    
_____
_____
_____
_____

Willingness to approach difficult, 

unusual and new assignments.

Independence: 
_____
_____
_____
_____

Ability to carry out responsibilities

and think problems through with

minimal supervision.

Judgment:     
_____
_____
_____
_____

Effectiveness in determining 

priorities and/or making decisions;

and in dealing with complex or

sensitive situations.


does not meet
meets most
meets all
far exceeds


expectations
expectations
expectations
expectations

Teamwork:
_____
_____
_____
_____

Quality of working relationships with

coworkers and within department.

Service:  
_____
_____
_____
_____

Quality of interactions with public,

students and other departments.

Communications:
_____
_____
_____
_____

Quality of communications

(oral and written expression).

Supervision/Management:
_____
_____
_____
_____

(if applicable) Ability to 

guide/motivate others to the successful

_____ not applicable

accomplishment of a given task/job.

The following blank areas are provided to add categories that may be appropriate for this position (for example, creativity, confidentiality, committee work, contributions to the Wheaton community).

Category: 


____________________________
_____
_____
_____
_____

Category:


___________________________
_____
_____
_____
_____

Special Accomplishments:  Please note any unusual or exceptional accomplishments during this period, if appropriate.

Development Plan:

A.  What will be the priorities for the employee and this position in the next year?


B.  What would improve performance or provide further professional growth?   (For example, skills, training . . . )


Supervisor's Summary Comments:

Employee Comments:

_____________________________________________

Employee's Signature
Date

_____________________________________________

Supervisor's Signature
Date

_____________________________________________

Division Officer's Signature
Date

(The employee's signature indicates that the employee has had the opportunity to read this form and add comments.)

WHEATON COLLEGE
PERSONAL PERFORMANCE REVIEW
Instructions: Please complete this form and return it to your supervisor on the date requested. 

Describe your major accomplishments this year:

Are there other things that you would have liked to achieve but did not, and what could have made that possible?

Describe the most difficult aspects of your job:

If you could improve your position, yourself, and/or your department, what would be your suggestions?

In order to be even more effective in your job, could your supervisor or other staff be more helpful?   Please describe.

Are there additional training or skills development that would be of interest to you (e.g., course or courses here or elsewhere, on-campus workshops, mini-skills courses, etc.), resources permitting?

What would you like to accomplish in the next year?   Long range?

Do you have any other thoughts or comments?

_____________________________________________

Employee's Signature
Date

01062BML

