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            University of Missouri
Performance Appraisal Instructions

*You will not need to print this page as a part of the final employee appraisal document. 

This University of Missouri’s performance appraisal form is designed for summarizing and documenting, in writing, a record of employee performance and accomplishments.  As the supervisor or manager of the employee receiving this appraisal, please mark the appropriate level of performance for each competency relevant to the employee’s job (see the rating guide on the next page). Use the comments field to indicate specific instances that support your performance rating. You should always provide examples when choosing the exceptional performance or does not meet the requirements rating. 
There are three sections in this performance appraisal and it is at your discretion to choose which sections to complete. 

If you are utilizing the goals section, input the previous year’s goals and describe the outcome for each. You should not complete the next year’s goals section or the growth and development plan until the performance meeting as this is something the employee should have a part in creating. 

Once all competencies have been rated and goal outcomes completed, please indicate an overall performance rating and summarize the rating period in the comments section that follows. Generally, the overall rating should be supported by the individual competency ratings and goal outcomes. 

Before the performance discussion, you may request for your employee to complete a Staff Self-Evaluation.  The employee should provide you with this document before the performance meeting. This form is not a required portion of the performance appraisal process but you may find it useful to understand the employee’s view point. 
Review this appraisal form with the employee and sign the document. This signature indicates both the employee and supervisor have reviewed the document and held a performance discussion. If requested, you may also send this to the next higher level of approval for a signature. 

Do not send a copy of this document to Human Resource Services. File the signed form in your department’s employee file after giving the employee a copy. Contact your Human Resources Professional for more assistance or visit http://hrs.missouri.edu/policies-and-procedures/workplace/performance-appraisals.php for more information and training materials. 
             University of Missouri

       
	Last Name:
	
	First Name: 

	Type of Appraisal:   FORMCHECKBOX 
 Annual  FORMCHECKBOX 
 Probationary   FORMCHECKBOX 
 Qualifying    FORMCHECKBOX 
 Other (Please Explain):      

	Job Title: 
	
	EMPLID: 

	Department: MU Libraries - 
	
	Appraisal Period:      

	Supervisor: 
	
	Appraisal Date:      


Performance Appraisal Rating Guide
	Demonstrates Exceptional Performance 
· Is recognized as a leader and achieves performance results that exceed those expected  

· Demonstrates superior judgment and an ability to solve complex problems

· Is frequently consulted by peers and outside contacts

· Is a self-starter who requires almost no direction or supervision

· Almost always anticipates changes and takes initiative to adapt to them

	Exceeds Some Requirements 
· Performance results consistently exceed those expected

· Makes recommendations for improvements to processes

· Demonstrates above average judgment and an ability to solve relatively complex problems

· Completes assignments and/or duties with very little direction or supervision

· Frequently anticipates changes and readily adapts to them



	Meets the Requirements 
· Achieves results that consistently meet the requirements of the position and occasionally may exceed them

· Demonstrates a sound working knowledge of position accountabilities and seldom repeats errors 
· Completes work on schedule and requires an acceptable level of direction or supervision

· Anticipates changes and readily adapts to the change.

	Meets Some Requirements 
· Achieves results that meet some, but not all, of the minimum requirements of the position

· Has basic working knowledge of position accountabilities and occasionally repeats errors
· Generally requires more direction or supervision

· Does not generally anticipate changes and/or adapts slowly when they occur

	Does Not Meet the Requirements 
· Does not achieve results that meet the minimum requirements of the position

· Demonstrates an inability to perform key job functions despite repeated explanation and counseling and often repeats the same errors
· Requires excessive direction or supervision

· Resists changes and does not readily adapt to them



	Job Knowledge/Skills:  Demonstrates understanding of the job and applies that knowledge effectively.  Satisfactorily performs essential job functions and demonstrates required knowledge and skills. Keeps up to date on developments and trends in his/her area of expertise and maintains necessary licensure or certificates. 
Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance

 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements

	Quality of Work:  Evaluate overall work results to include accuracy, thoroughness, organization, follow-up and consistency of work produced.  

Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements

	Initiative:  Takes ownership of work; doing what is needed without being asked. Ability for self-direction, anticipates needs and identifies problems.  Makes suggestions for more effective work methods and offers ideas for improvements.

Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements

	Accountability and Dependability:  Accepts personal responsibility and follows through on commitments. Can be relied upon to achieve excellent results with little need for oversight. Maintains an acceptable attendance record and is punctual. 
Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements

	Productivity:  Uses appropriate productivity tools and methods to efficiently accomplish all tasks.  Prioritizes workload effectively, completes work thoroughly, accurately and in a timely manner.

Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements

	Coachability:  Receptive to feedback, willing to learn and embraces continuous improvement. 
Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements

	Collegiality and Respectfulness:  Helpful, approachable and team oriented. Builds strong working relationships and a positive work environment while continually demonstrating respect and empathy for all people. Recognizes and values diversity within the workgroup and contributes to a harassment-free environment. 
Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements

	Communication:  Demonstrates the ability to express ideas, both verbally and in writing. Balances both listening and talking, speaks and writes clearly and accurately and keeps others informed. 
Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements

	Safety:  Follows established safety procedures, pays attention to personal safety and the safety of others. (May not pertain to all positions)
Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements

	Customer Focus:  Establishes and maintains a positive customer focused and student-centered work environment. Strives for high customer satisfaction, going out of the way to be helpful, courteous, and pleasant. 

Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements

	Judgment:  Demonstrates the ability to gather information, organize, synthesize, and reach logical conclusions.  Weighs alternatives and makes good decisions based on the facts of a situation. 
Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements



	Leadership:   Demonstrates the ability to positively motivate and influence others to affect positive change and achieve goals.  Uses effective interpersonal styles to build trust and accomplish results. Demonstrates objectivity, consistency and respect in classifying, assigning work and other actions affecting employees. Ensures that employees clearly understand the job requirements and expectations. Uses good judgment when disseminating information about employees and the University. 

Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements

	Staff Development:  Seeks to understand his/her employee’s motivations and identify developmental opportunities and resources to increase team knowledge. Delegates tasks appropriately and allows team members to gain responsibilities as reasonably allowed. Completes annual performance appraisals in a positive, timely and objective manner. Promptly recognizes and rewards positive behaviors and performance and corrects negative performance. 
Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements

	Innovation & Creativity:  Seeks opportunities to explore new ideas or using something in a new way; puts new ideas into practice which creates change that has value and has a positive effect on student learning, service, or organizational performance. Seeks to adapt to and accept change in a positive manner. 
Comments:      
	 FORMCHECKBOX 
Demonstrates exceptional performance
 FORMCHECKBOX 
Exceeds some requirements

 FORMCHECKBOX 
Meets the requirements

 FORMCHECKBOX 
Meets some requirements

 FORMCHECKBOX 
Does not meet the requirements



	Previous Year:       

	Goals/Objectives
	Completed
	Results & Evaluation

	1.       
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	     

	2.       
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	     

	3.       
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	     

	4.       
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	     

	5.       
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	     


	Upcoming Year:       

	Goals/Objectives
	Measurement
	Target Dates

	1.       
	     
	     

	2.       
	     
	     

	3.       
	     
	     

	4.       
	     
	     

	5.       
	     
	     



	Upcoming Year:      

	 Development Goal:      

	 Method and Target Date:      
	Resources Required:      

	 Expected Results:      

	 Development Goal:      

	 Method and Target Date:      
	Resources Required:      

	 Expected Results:      


	Previous Year:      

	 Development Goal:      

	 Method and Results:      
	Completed

 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

	

	 Development Goal:      

	 Method and Results:      
	Completed

 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

	



	
 FORMCHECKBOX 
  Demonstrates Exceptional Performance in the Position

	
 FORMCHECKBOX 
  Exceeds Some Requirements of the Position

	
 FORMCHECKBOX 
  Meets the Requirements of the Position

	
 FORMCHECKBOX 
  Meets Some Requirements of the Position

	
 FORMCHECKBOX 
  Does Not Meet the Requirements of the Position



Supervisor:      
Employee:      
	Employee’s Signature:  _______________________________________________________
*Signature does not necessarily indicate agreement with the appraisal, but does acknowledge you have received and reviewed this document.
	Date: ____________


	Immediate Supervisor’s Signature:  ______________________________________________
	Date: ____________

	Administrator’s Signature (Optional):_____________________________________________
	Date: ____________


PERFORMANCE Appraisal ForM





Core Competencies


Rate the employee’s capability or knowledge in the following areas in terms of their current role requirements.  As appropriate, please provide in writing examples to support your assessment.





Leadership Competencies


Rate the employee’s capability in the following areas if applicable.  As appropriate, please provide, in writing, examples to support your assessment.





Goals and Objectives


Please state the employee goals from last year’s performance appraisal and evaluate the employee’s progress. Indicate if the goal has been completed and describe the results and your evaluation for each goal. Indicate the goals for the next evaluation period and describe the way success will be measured and a target date for each. 





Growth & Development Plan 


Please state the development goal(s) from last year’s performance review (if available) and evaluate the employee’s results. Include the learning and development goal and the method used for development. Also indicate if the goals have been achieved and include the results of the development endeavor(s).  To include additional goals please attach a separate sheet with the required information. Indicate the development goal(s) for the next evaluation period and describe the resources required and expected result for each.














Overall Performance Appraisal Rating





Comments


This space is provided for both supervisors and employees to provide additional comments regarding this performance appraisal. 








Performance Appraisal Form
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