Marymount Manhattan College
Professional Staff
Performance Evaluation 

This form should be used for Professional Staff only.  The majority of daily work for these employees requires specific knowledge or expertise in a certain area. Their work often varies greatly depending on the day. Professional employees are often exempt (not eligible for overtime).  The Employee Performance Evaluation form is provided as a counseling tool for the rating supervisor and the employee to assess and discuss job performance.  The focus of the performance appraisal process should be to establish a mutual understanding between the supervisor and the employee about the requirements for effective job performance.

_________________________________________       

________________________________________

Name







Title
_________________________________________

________________________________________
Department






Period Covered
________________________________________


________________________________________
Supervisor






Eval type (Annual, Mid-Year, Self, Other–Specify)
Ratings:

Use the following ratings to summarize the employee’s performance over the past year in each key job dimension.

	
5
	Distinguished.  Performance in the key job dimension is consistently far above the position requirements; the employee shines.  This level of performance is rare and very few individuals achieve it.  When conducting performance evaluations keep in mind that only approximately 5% of employees generally receive this distinction.  An employee might earn a rating of 5 on certain job dimensions, but it should be extremely rare for an employee to earn a rating of 5 on the majority of dimensions defined.

	4

	Exceeds Expectations.  Performance in the key job dimension is often above the requirements of the position. The employee whose performance is “Exceeds Expectations” is usually recognized as a very capable performer and one of the best in that job dimension. When conducting performance evaluations keep in mind that only approximately 5% of employees generally receive this distinction.  An employee might earn a rating of 4 on certain job dimensions, but it should be rare for an employee to earn a rating of 4 on the majority of dimensions defined.  

	
3
	Consistently Performs at Expected Level.  Performance in the key job dimension meets the requirements of the position, recognizing that expectations for performance should increase with an employee’s experience in the position. The majority of employees will perform at this level.  Note that a rating of 3 is a positive rating.  Employees who receive a rating of 3 are good employees who consistently function at the appropriate level for their job function and band level.  Approximately 80% of employees fall into this category.



	2
	Below Expectations.  Performance in the key job dimension is below the requirements of the position.  Although a rating of “Below Expectations” indicates that the employee’s performance for the last year is below the basic requirements for the dimension, it is possible that the employee may be able to improve his or her performance in the next year. This level of performance requires immediate remedial.  Consistent ratings of 2 across multiple job dimensions should result in a performance conversation and documentation.  At this point an employee should be aware that performance is an issue and should be given specific and timely goals to meet. 

	
1
	Unacceptable.  Performance in the key job dimension is consistently below the requirements of the position. This rating is a signal to the employee that failure to improve immediately will likely result in a decision to terminate.

	
N/A
	Not Applicable.  Either the job dimension does not apply to this person or there has been insufficient opportunity to observe his/her performance in this area. (i.e. mid-year review)


Part One:  Key Job Dimensions & Assessments           Professional
Considering the employee’s work over the last year, what was the employee’s performance (5=Distinguished, 4=Exceeds Expectations, 3=Consistently Performs as Expected, 2=Below Expectations, 1=Unacceptable, or N/A=Not Applicable) in each key job dimension listed below (e.g., Communication, Work Quality . . .)? The shaded areas include EXAMPLES which may help you determine a rating.  Please consider all appropriate aspects of the key job dimension.

	
Professional

Knowledge
	Rating

	· How strong is the employee’s working knowledge of the job?

· Does the employee display the skills necessary for efficient completion of tasks?

· Does the employee effectively apply his/her knowledge to the resolution of issues/problems?



	Comments/Goals:
	 

	Adaptability/

Flexibility
	Rating



	· Does the employee take initiative, anticipate project needs, establish appropriate course of action and accomplish goals?
· Does the employee adapt to new situations?
· Does the employee handle multiple tasks/assignments simultaneously?

· When appropriate, without hesitation, does the employee work until the job is done?



	Comments/Goals:
	

	Self Reliance  /

Dependability


	Rating


	· When appropriate, does the employee take independent action?

· Does the employee produce high quality work within established time frames?

· Is the employee able to work under minimal supervision while producing quality deliverables?

· Does the employee meet attendance and punctuality expectations?



	Comments/Goals:
	


Key Job Dimensions & Assessments cont’d               Professional
	Internal Partnering
	Rating


	· How effectively does the employee work within a department/office?

· How effectively does the employee work across departments?

· Does the employee focus on overall department/college goals?



	Comments/Goals:


	

	
Communication
	Rating


	· Does the employee express thoughts clearly?
· Does the employee demonstrate effective written and oral communications skills?

· Does the employee adapt communication style appropriately for a given audience?

· Does the employee approach all tasks with a positive attitude?



	Comments/Goals:
	

	Work Quality 
	Rating


	· Does the employee produce on time, consistent, and quality work?

· Does the employee maintain quality work when up against a deadline?

· Does employee demonstrate technical skills; remain current with changes in his/her
       field?



	Comments/Goals:


	


 Key Job Dimensions & Assessments cont’d               Professional
	Creativity/ Innovation
	Rating


	· Does employee demonstrate “out of the box” thinking?

· Does employee embrace new ways of working?

· Does employee creatively solve problems; know when to seek help?

· Does employee continuously looks for ways to move the College forward?



	Comments/Goals:
	

	Coaching/

People

Management 
	Rating


	· Does employee set individual performance goals for employees that support objectives of the department?

· Does employee accurately assesses the performance of employees?

· Does employee provide on-going feedback of performance?

· Does employee actively work to improve employee performance and motivation by 
       providing developmental opportunities, encouraging continuous learning, and 
       periodically reviewing goals and objectives.



	Comments/Goals:
	

	
Financial Management

	Rating


	· Does employee demonstrate financial responsibility?

· Does employee operate within budget?

· Does employee use financial resources efficiently?


	Comments/Goals:
	


Part Two:  Overall Performance Summary

	Overall Performance Rating
	Rating


	Based on your assessments in Part One:  Key Job Dimensions and the employee’s progress against established goals and objectives, please rate the employee’s overall performance.  Using the space below, please write an overall summary of strengths/contributions and areas for improvement.  Provide specific examples to support your statements.

	Strengths:


	

	Areas for Improvement:
	


Part Three:  Employee Development Plan

Please complete this section of the performance review with your employee.

What two or three developmental activities will help this employee improve current job performance or prepare this employee for another assignment (e.g., on-the-job rotation, training, mentor coaching, etc.)?

1. Development Goal: ___________________________________________________________________

_______________________________________________________________________________________

Timeframe: ____________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

2. Development Goal: ___________________________________________________________________

_______________________________________________________________________________________

Timeframe: ____________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

3. Development Goal: ___________________________________________________________________

_______________________________________________________________________________________

Timeframe: ____________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

Employee Comments: (Attach additional page if needed)
_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

Employee’s Signature__________________________________________________ 
Date__________________

Reviewer’s Signature__________________________________________________ 
Date___________________

2nd Reviewer’s Signature________________________________________________ 
Date___________________

 Divisional Vice President’s Signature (to be signed prior to performance meeting) 

________________________________________ 
Date____________________

