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2012 Self-Evaluation Form 


	NAME & BANNER ID
	     
	TITLE
	     

	SUPERVISOR
	     
	SUPERVISOR’S TITLE
	     

	DIVISION / DEPT/PROG
	     
	EVALUATION PERIOD
	     


	4
	3
	2
	1

	Exceptional
	Meets expectations
	Needs some improvement
	Below expectations

	Often exceeds all relevant performance standards
	Consistently meets all relevant performance standards
	Occasionally falls short of performance standards
	Consistently falls short of performance standards


How did you meet your goals that were set for the 2011–2012 academic year?

Be specific–include at least three to five examples.

	     


Please check off a rating for each of the criteria listed below. There is space provided for any additional comments. Present this form to your supervisor for discussion and feedback prior to your evaluation meeting.

General Performance

	   
	4
	3
	2
	1
	Comments

	Takes initiative
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Punctuality

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Attendance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Creative problem solving / resourcefulness
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Enthusiasm / dedication
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Organizational skills / ability to set priorities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Acceptance of accountability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Flexibility
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Job knowledge
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Customer service:

Internal

External
	 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

	     

	Relationships on the job
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	      

	Overall attitude about the job and the University
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	      

	Please comment on your overall job performance. Has your job performance changed? If so, why? Indicate here any University departmental changes that may have contributed to your job performance.

	


Communication

	
	4
	3
	2
	1
	Comments

	Effective verbal and non-verbal communications
	  FORMCHECKBOX 

	  FORMCHECKBOX 

	  FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Effective written communication
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


The following distinctive cultural competencies as well as their related behaviors and traits have been identified as critical to the success of New School employees. Please evaluate your proficiency in these areas.
Team Orientation and Collaboration
	   
	4
	3
	2
	1
	Comments

	Uses team relationships and shared knowledge to accomplish goals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Understands and navigates office work culture
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


Results Orientation: Culture of Completion
	   
	4
	3
	2
	1
	Comments

	Raises the bar

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Looks for opportunities to improve processes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Meets deadlines 
(can include project deadlines, submission of timesheets, leave report forms, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


Professionalism: Culture of Confidence
	
	4
	3
	2
	1
	Comments

	Presents oneself with confidence
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Manages self in emotionally charged situations

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


Leadership / Management 

If applicable; includes the supervision of faculty, staff, technicians, and students.

	
	4
	3
	2
	1
	Comments

	Delegates work effectively
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Proficient in developing and coaching subordinates
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Evaluates staff objectively and is active on setting/attaining their objectives
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Conflict Resolution: maintains a cooperative and cohesive work group
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Facilitates/contributes to growth of others
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Creates Training opportunities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Effectively completes the performance appraisal process for staff including the timely and comprehensive writing of evaluations, giving fair and constructive feedback, discipline as well as develop staff accordingly.  


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


Technology Skills (as they relate to the position)

	
	4
	3
	2
	1
	Comments

	Overall rating on technology skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Comment on current uses and potential for future development:

	     


Overall Strengths & Accomplishments

	     


Areas for Improvement

In the space below, address all items that received a rating of 1 or 2 and develop a strategy/progress plan. Indicate dates for a follow up evaluation (typically, 3–6 months from the date of the performance evaluation).

	     


Goals for the Upcoming Year and Development Plans

	     


Goals for Supervisory Relationship

	Comment on how your supervisor can help you improve your job performance.

     


Professional Development

	Development opportunities need to be jointly selected by the employee and his/her manager, and should be aligned with the employee’s essential duties, performance objectives, and career aspirations within the University. These may include: 

· Participation in special projects

· 360 feedback

· Participation in mentor program

· Community activities

· External networking

· Professional associations

· Training programs

· Career development courses

· Seminars and workshops
· Online education

· Certification programs
· University-wide committee

· Team leadership assignment

· Reading materials

· Research articles

· Professional networks

· On-line Work communities


	     


ACKNOWLEDGMENT

Signing below acknowledges that both parties have met and discussed this performance appraisal.
	Signature of staff member:
	
	Date:

	Signature of
supervisor:
	
	Date:

	Printed name & signature of reviewer:        
	
	Date:



Optional: Within one week of the performance evaluation meeting, staff members may write any follow up comments 
to the appraisal and discuss with/submit to his/her supervisor.
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