Annual Performance Evaluation Form for Administrative/Professional Employees

College of Veterinary Medicine and Biomedical Sciences
Colorado State University

Employee 





Evaluation Period 
                       ____________
Position Title 





Supervisor 






Job Description/Duties:

	Performance Factors
	E
	M
	B
	NA

	Exceeds Expectations (E); Meets Expectations (M); Below Expectations (B); Factor Does not Apply (N/A)

	Job Knowledge/Professional Development – Is technically and professionally skilled in all position responsibilities and requirements.  Maintains currency in all professional aspects of program responsibility.  Seeks new skills, sets high professional goals and standards.  Demonstrates knowledge of procedures and policies.
	
	
	
	

	Accountability/Professional Conduct – Accepts challenges due to changing conditions and situations in work responsibilities.  Can work independently.  Accepts constructive criticism/suggestions.  Handles conflict in a constructive manner.  Does not abuse work schedule or leave practices.  Effectively represents the work unit.
	
	
	
	

	Motivation/Initiative – Manifests enthusiasm and pride.  Follows through to conclusion without prompts or reminders.  Shows initiative in developing and implementing more effective and efficient program delivery options.  Pursues professional development.  Displays innovation.
	
	
	
	

	Human Relations/Communication Skills – Demonstrates high quality and effective  interpersonal communication skills with subordinates, peers, and supervisors through clear, concise written and oral communications.  Maintains healthy working relationships.  Appreciates the diversity of others.  Displays an appropriate balance between personal effort and team effort.
	
	
	
	

	Productivity/Program/Fiscal Management – Consistently applies available resources towards program delivery in an efficient and cost effective manner, providing high quality levels of service.  Strives to assure program meets overall best interests of CSU.  Consistently provides cost effective stewardship of all public resources.
	
	
	
	

	Problem Analysis/Decision Making/Independent Judgment – Consistently gives reasonable consideration to all facets of issues that arise, gathers and analyzes information accurately, seeks appropriate input, makes quality and timely decisions, and communicates those decisions to all affected parties.      
	
	
	
	

	Leadership/Staff Development – Utilizes employee skills effectively and productively in meeting program goals.  Develops goals, objectives and deadlines.  Promotes appropriate staff development activities.  Recognizes problems, seeks appropriate input, and develops solutions to resolve personnel problems or improve procedures.  Motivates staff and gains support and action from others while maintaining professional relationships.  Creates and maintains a positive goal-oriented environment.  Provides training, supervision and feedback to employees and students.  Consistently challenges past practices in order to identify and implement more effective and efficient practices.  Assures that follow up is provided.
	
	
	
	

	Safety – Practices safe work habits, is aware of job safety procedures, understands responsibility to report safety problems.  Attends safety training programs as appropriate.  Proactive in the development of improved safety practices.
	
	
	
	

	Overall Rating
	
	
	
	


Narrative Comments:

Areas of Strength:
Areas for Development:
Additional Comments:







_________________________________________








Supervisor’s Signature                                      Date
My signature indicates that the appraisal interview has been completed and discussed.  I understand that I have the right to respond in writing within 5 days and to have these comments attached to this form before submission to the Department Head/designee or higher level final reviewer.








​​​​​​​​​​_________________________________________








Employee’s Signature                                       Date

_____________________________________

Reviewer’s Signature                                 Date

_____________________________________

Dean’s Signature


        Date

