TEXAS WOMAN'S UNIVERSITY
CLASSIFIED – GROUP B – 
CLERICAL AND ANY OTHER CLASSIFIED JOB TITLE NOT IN GROUP A OR C

	PERFORMANCE PLAN AND EVALUATION

	This form, and any attachment, becomes part of the employee's official personnel file.
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	Performance Criteria
	[bookmark: Text12]Weighted Value:          

	Indicate the employee's actual performance and utilization of knowledge, skills and abilities during the entire evaluation period.  
*NOTE:  Include additional comments to clarify ratings on each section. (5 = Highest, 1 = Lowest rating)



	1.
	Work Quality - The degree to which the employee meets acceptable standards including accurate, neat, and thorough work.

	
	
	
	Priority
	     

	     
	5
	Consistently produces work of highest quality.
	
	

	     
	4
	Produces high quality work; makes few errors.
	
	

	     
	3
	Produces acceptable work.
	
	

	     
	2
	Produces marginally acceptable work; makes more than an average number of errors.
	
	

	     
	1
	Produces unacceptable work; makes excessive errors.
	
	

	COMMENTS:       

	

	2.
	Work Quantity - The employee’s level of productivity/output and timeliness of work.   

	
	
	
	Priority
	     

	     
	5
	Consistently exceeds productivity requirements; consistently completes work ahead of schedule; seeks additional tasks; highest output level.
	
	

	     
	4
	Exceeds productivity requirements; completes work ahead of schedule; above average output level.
	
	

	     
	3
	Meets basic productivity requirements; meets deadlines; acceptable output level.
	
	

	     
	2
	Below basic productivity requirements in some areas; occasionally misses deadlines; marginal output level.
	
	

	     
	1
	Fails to meet basic productivity requirements in most areas; misses deadlines; unsatisfactory output level.
	
	

	COMMENTS:       

	

	3.
	Working Relationships – The employee’s ability to work effectively with other employees including diplomacy, cooperation, etc.

	
	
	
	Priority
	     

	     
	5
	Consistently achieves outstanding working relationships.
	
	

	     
	4
	Helps to create a cooperative work environment; good team worker.
	
	

	     
	3
	Cooperative; works well with others.
	
	

	     
	2
	Sometimes uncooperative; experiences difficulty relating to others.
	
	

	     
	1
	Fails to meet basic productivity requirements in most areas; misses deadlines; unsatisfactory output level.
	
	

	COMMENTS:       

	

	4.
	Supervision Required:  The amount of direction and supervision the employee requires.

	
	
	
	Priority
	     

	     
	5
	Requires little or no direction/supervision, even on non routine assignments.
	
	

	     
	4
	Requires less than normal direction/supervision, even on non routine assignments.
	
	

	     
	3
	Requires normal direction/supervision on routine assignments; requires assistance with non routine assignments.
	
	

	     
	2
	 Requires more than normal direction and supervision to complete assignments.
	
	

	     
	1
	Requires constant direction and supervision to complete assignments.
	
	

	COMMENTS:       

	

	5.
	Decision-Making/Problem-Solving:  The employee’s ability to recognize and analyze problems, 
evaluate solutions and make recommendations.

	
	
	
	Priority
	     

	     
	5
	Consistently demonstrates outstanding problem-solving skills; able to handle complex problems creatively.
	
	

	     
	4
	Demonstrates good problem-solving skills; occasionally able to handle complex problems.
	
	

	     
	3
	Solves routine problems satisfactorily; requires assistance with complex problems.
	
	

	     
	2
	Has difficulty recognizing and solving routine problems; analytical skills need improvement.
	
	

	     
	1
	Cannot recognize or solve routine problems; does not show evidence of needed analytical skills.
	
	

	COMMENTS:       

	

	6.
	Change Management:  The employee’s ability to adapt to and manage change.

	
	
	
	Priority
	     

	     
	5
	Adapts well to change and quickly, efficiently and creatively makes adjustments to manage change.
	
	

	     
	4
	Adapts well to change and quickly makes adjustments to manage change.
	
	

	     
	3
	Adapts to change and makes adjustments to manage change.
	
	

	     
	2
	Adapts slowly to change and is slow to make adjustments to manage change.
	
	

	     
	1
	Does not adapt well to change and does not make adjustments to manage change.
	
	

	COMMENTS:       

	

	7.
	Oral Skills:  The employee’s ability to orally express ideas clearly, accurately and convincingly.  

	     
	
	
	Priority
	     

	     
	5
	Consistently demonstrates excellent communication skills.
	
	

	     
	4
	Demonstrates above-average communication skills.
	
	

	     
	3
	Demonstrates acceptable communication skills.
	
	

	     
	2
	Communication skills need improvement.
	
	

	     
	1
	Lacks acceptable communication skills.
	
	

	COMMENTS:       

	

	8.
	Writing Skills:  The employee’s ability to express ideas in writing clearly, accurately and convincingly.

	
	
	
	Priority
	     

	     
	5
	Consistently demonstrates excellent communication skills.
	
	

	     
	4
	Demonstrates above-average communication skills.
	
	

	     
	3
	Demonstrates acceptable communication skills.
	
	

	     
	2
	Communication skills need improvement.
	
	

	     
	1
	Lacks acceptable communication skills.
	
	

	COMMENTS:       

	

	9.
	Work Organization: The employee’s effective use of logical and organized work steps and time management.

	
	
	
	Priority
	     

	     
	5
	Plans and organizes exceptionally well; sets priorities considering broad perspective; uses time wisely*
	
	

	     
	4
	Plans and organizes work very well; sets priorities logically; uses time efficiently.
	
	

	     
	3
	Plans and organizes work well; sets priorities; uses time well.
	
	

	     
	2
	Sometimes does not plan and organize work well; priorities not always appropriate; sometimes wastes time.
	
	

	     
	1
	Does not plan and organize work well; does not set priorities; wastes time.
	
	

	COMMENTS:       

	

	10.
	Customer Relations:  Employee’s interaction with others within or outside the department or organization.

	
	
	
	Priority
	     

	     
	5
	Exceptional in anticipating and meeting customer needs; communicates very well with customers.
	
	

	     
	4
	Anticipates and meets customer needs; communicates well with customers.
	
	

	     
	3
	Meets customer needs; communicates adequately with customers.
	
	

	     
	2
	Meets most customers’ needs; communication with customers needs improvement.
	
	

	     
	1
	Fails to meet customer needs; communicates poorly with customers.
	
	

	COMMENTS:       

	

	11.
	Teamwork: Ability to assist and/or direct colleagues in a collective effort to accomplish results through cohesive 
actions of the team.

	
	
	
	Priority
	     

	     
	5
	Provides direction and creates an environment that results in the highest level of team achievement.
	
	

	     
	4
	Provides a role model and enhances the level of team achievement.
	
	

	     
	3
	Interacts effectively, mentors, and contributes to overall team results.
	
	

	     
	2
	Participates but doesn’t provide required support to team direction.
	
	

	     
	1
	Fails to contribute to team effectiveness.
	
	

	COMMENTS:       

	



	
	KEY OBJECTIVES - (Goals, Assignments, and Self-Development)
	Weighted Value:          

	

	Objective 1

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 2

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 3

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 4

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 5

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 6

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 7

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 8

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 9

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 10

     
	Priority Level
     
	Rating
     

	Results:
     



	
Outstanding


	
Exceeds
Expectations

	
Meets
Expectations
 
	
Improvement Needed
 
	
Unsatisfactory





DEFINITION OF RATINGS:  The following definitions are for the overall rating scores.

Outstanding: Employee performed job requirements with exceptional skill and knowledge. Employee clearly and consistently exceeded expectations in most areas of the job.

 Exceeds Expectations: Employee's performance exceeded expectations in many areas of the job.

Meets Expectations: Employee’s performance consistently met expectations. Employee’s work was fully effective, reliable, and of good quality.

Improvement Needed: Employee did not consistently perform all job requirements. Some improvement is needed.

Unsatisfactory: Employee’s performance was below the requirements of this position. Immediate corrective action is necessary.

	
I understand that my signature indicates only that I have read and discussed this performance evaluation with my supervisor/ evaluator. It does not necessarily mean that I agree with the evaluation’s content. 





_________________________________________________________	______________________
Employee’s Signature	Date


_________________________________________________________	______________________
Immediate Supervisor’s Signature	Date


	
Next level manager must review and sign this evaluation. He/she does this before the immediate supervisor discusses the evaluation with the employee.




_________________________________________________________	______________________
Next Level Management’s Signature	Date

	
As an employee of TWU, I understand I may attach written comments, if desired.   If comments are attached, initial here __________.





9/18/2009
