
Idaho State University


Nonclassified Employee Performance Review
(NCAA Compliance)


ANNUAL REVIEW
Name: ___________________Title:_____________________Department:___________________
Period of Review:  From: ____________To: ____________ Date of last review: ________________
GENERAL INSTRUCTIONS: Using actual job performance as a basis for discussion, this review should provide supervisors and employees with an opportunity to discuss employee performance in all related areas as outlined in the employee’s job description.

This review calls for an exchange of comments and ideas related to the employee's current job performance. To be constructive, the performance review should include, as a minimum, a discussion between the supervisor and employee regarding: (1) what is expected of the employee (this includes standards of performance and goals and objectives), (2) the supervisors evaluation of performance, and (3) corrective or developmental activities indicated as a result of the review.
Position Duties: Attach a current job description or describe as specifically as possible, the key duties and responsibilities of this particular position.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Review Objectives: Record objectives from the previous review period in the space below (attach additional pages if necessary) and discuss the extent to which each objective was fulfilled.  Also describe changes (if any) to original objectives.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Review Performance Factors: Please indicate for each of the five applicable factors the employee’s performance in that specific area and comment on the considerations which influenced your rating.  Please attach a summary statement for each factor if necessary.
Performance Factors For All Employees:

(1) Job Knowledge: Evaluate the knowledge of the employee in relation to policies, procedures, materials, equipment, and techniques, etc. required for the current position.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(2) Planning/Productivity: Evaluate such functions as setting goals and objectives, anticipating requirements, establishing priorities, and the volume and timeliness of work completed.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(3) Quality of Work: Evaluate the accuracy, completeness and follow-through of work completed. Also consider the amount of supervision needed.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(4) Initiative: Evaluate the demonstration of innovation, ambition and initiative in determining what needs to be done as applied to the duties of the position.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(5) Interpersonal Relationships and Civility: Evaluate ability to work harmoniously, effectively, and always in a civil manner with fellow employees, supervisors and others, including the public.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(6) Customer Service: Evaluate ability to be sensitive and respective to the needs of both external and internal customers and provide high quality customer service.

______________________________________________________________________________ _______________________________________________________________________________

(7) NCAA Rules Compliance:  Evaluate the employee in relation to their knowledge and understanding of the importance of NCAA rules compliance.
_____________________________________________________________________________

______________________________________________________________________________ _______________________________________________________________________________

Additional Performance Factors For Managers / Supervisors:
(8) Budget Management: Evaluate the ability to manage resources effectively, efficiently, and operate within budget.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(9) Human Resources Management: Evaluate the ability to manage people well and operate in compliance with all human resources policies and procedures, working with the Office of Human Resources as required.
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

(10) Diversity: Evaluate the ability to help advance the President’s Diversity Initiative and to work in compliance with federal & state law, University policy guaranteeing equal opportunity and non-discrimination, the University’s Affirmative Action Plan, and other policies and procedures related to diversity.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Corrective or Developmental Activities: Suggest activities which the employee could utilize to increase present job effectiveness.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Overall Evaluation of Performance:

____ Excellent Performance Standards: 

This employee performs sustained exemplary work throughout the entire rating period.  Their performance far exceeds the performance goals that are set for the position.  This employee demonstrates full and complete understanding of the skills and abilities to do the job at all times.  This employee is always looking for a way to help others and the University.  They are fully aware of activities/issues in their area of responsibility and beyond.  They are able to identify potential needs independent of anyone else.  They also routinely take the initiative to address these needs before being prompted.  They are held in high regard by the rest of the department, and are consistently mentoring those around them.  This employee is always looking for new ways to help or improve their position and the University.   

For Managers and Supervisors (in addition to the above):  This employee has proven their ability to lead and build a team.  

____ Consistently Exceeds Performance Standards: 

This employee performs at a level that results in significant accomplishments that may not have been otherwise achieved; has a strong sense of mission and seeks out responsibility; shows a comprehensive understanding of the organization’s goals.  This employee may mentor or teach others; is a role model for behaviors necessary for success.   

This employee develops effective working partnerships with other managers, employees, teams, units, agencies, and/or external customers; has a significant positive impact on the achievement of organizational goals.  This employee demonstrates behaviors that foster positive communication at multiple levels; difficult assignments are handled intelligently and effectively.  This employee produces a high quantity of work, sometimes ahead of schedule and with little supervision.  

For Managers and Supervisors (in addition to the above):  This employee demonstrates leadership skills; creates and maintains a motivating environment conducive to retention; inspires, challenges, and provides development opportunities for staff.  

____ Exceeds Performance Standards: 

This employee demonstrates good solid performance in managing work expectations; exhibits sustained support of organizational goals.  This employee is effective, consistent, and competent in working and communicating with other staff; demonstrates behaviors that result in positive working relationships.  This employee consistently demonstrates good knowledge, skills, and abilities required to meet job expectations. 

This employee has the ability to handle a variety of interpersonal situations.  This employee occasionally performs above expectations in meeting deadlines, using critical thinking skills, and creativity to accomplish tasks, projects, and objectives.  This employee may seek out additional responsibility. 

For Managers and Supervisors (in addition to the above):  This employee trains and guides staff and holds them accountable to meet job expectations and objectives;

____ Meets Performance Standards: 
This employee meets job expectations.  Work generally does not require more revision or adjustment.  Assignments are completed and only on occasion require assistance from supervisors or peers.   This employee is developing new skills and gaining new knowledge, successfully performs all expectations and objectives of the job.  This employee meets expectations but may need time to develop skills to be more efficient in the current position. 

____ Needs Improvement: 

This employee meets some but not all job expectations.  Work requires assistance and revision from supervisors or peers.  Work assignments are completed but often contain errors and may not be completed on time.  
____ Does not Achieve Performance Standards: 

This employee produces work that fails to meet the objectives set forth for the position.  This employee minimally contributes to the department or University.  This employee consistently misses deadlines, does not produce quality work and requires excessive levels of supervision. 

Objectives for Next Review Period: Describe objectives to be achieved in the next review period.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Supervisor's General Comments:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Employee's Comments:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________

_________________

Employee Signature    



 Date 


(Signature acknowledges discussion of evaluation, but does not necessarily imply agreement.) 
_________________________________

_________________ 


Reviewer/Manager Signature 


Date 


(Signature acknowledges that this appraisal and key responsibilities have been discussed with 
the employee.) 


________________________________

_________________
Reviewer/Manager’s Supervisor’s Signature
Date
