TEXAS WOMAN'S UNIVERSITY
PROFESSIONAL & ADMINISTRATIVE

	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)

	A.
	
	BASE PERFORMANCE DIMENSIONS
	Priority Level
	Rating

	
	1.
	Coordinating and Controlling Resources – Ensures effective use of financial and personnel resources; monitoring and overseeing utilization of funds.  Actively seeks beneficial working 
Relationships with internal and external sources to get the job done.
[bookmark: Text16]Comments:      
	     
	     

	
	2.
	Analytical Skills - Thoroughly investigates problems looking for cause/effect relationships and
determines realistic alternatives, taking into account all relevant information, creating win/win
solutions whenever possible.
[bookmark: Text17]Comments:      
	     
	     

	
	3.
	Judgment - Makes sound decisions and is willing to take recognized risks. Involves others, when appropriate, in the decision making process.
[bookmark: Text18]Comments:       
	     
	     

	
	4.
	Courtesy/Service Support – Demonstrates consideration, cooperation and kindness in providing service. .Sensitive to the needs of internal and external customers such as students, administrators, other staff, visitors and public.
Comments:       
	     
	     

	
	5.
	Job Knowledge – Demonstrates professional skills and knowledge of the responsibilities and
duties assigned.
Comments:       
	     
	     

	
	6.
	Dependability and Accountability – Considered to be reliable; completes assigned duties on schedule.
Comments:       
	     
	     

	
	
	
	
	

	B.
	
	CREATIVITY/INNOVATION/VISION
	Priority Level
	Rating

	
	7.
	Creativity/Opportunity/Recognition - Develops new ideas and strategic options that are applicable to achieving desired results; consistently looks for better ways of doing things.
Comments:       
	     
	     

	
	
	
	
	

	C.
	
	AGENDA CONTROL
	Priority Level
	Rating

	
	8.
	Planning - Establishes long and short-term objectives and standards.     
Comments:       
	     
	     

	
	9.
	Time Effectiveness – Focuses on priority issues; able to accomplish multiple tasks at once;
accomplishes objectives by agreed upon target dates; performs expected follow-up.
Comments:       
	     
	     

	
	10.
	Organizational Skills - Works effectively within the framework of organizational policies, procedures and goals.
Comments:       
	     
	     

	
	11.
	Fiscal Responsibility – Demonstrates ability to manage allocated resources; maintain effective internal controls; prepare timely and accurate projections of unit financial requirements.
Comments:       
	     
	     

	
	
	
	
	

	D.
	
	COMMUNICATION AND RELATIONSHIPS
	Priority Level
	Rating

	
	12.
	Effective Communication – Verbal communication is open, credible and consistent, adjusting 
style to fit the audience or situation and listening fully before responding.  Written communication is clear, concise, readable, appropriate and understandable.
Comments:       
	     
	     

	
	13.
	Interpersonal Skills - Develops and maintains effective working relationships with
superiors, peers, and subordinates; encourages and fosters cooperation.
Comments:       
	     
	     

	
	14.
	External Relations – Involved in and supportive of university activities and external affairs and relationships; effectively represents organization; understands overall mission; has ability to “see the big picture.”
Comments:       
	     
	     

	
	
	
	
	

	E.
	
	EFFECTIVE TEAMWORK
	Priority Level
	Rating

	
	15.
	Leadership - Establishes and communicates direction for the team, and accomplishes results through committed actions of the team; credits others, when appropriate.
Comments:       
	     
	     

	
	16.
	Delegation - Empowers team members to get the job done within established points of control.
Comments:       
	     
	     

	
	17.
	Teamwork and Cooperation – Ability to work with colleagues in a collective effort to accomplish institutional goals and objectives.
Comments:       
	     
	     

	
	18.
	Succession Management - Mentoring; encourages and provides growth opportunities for staff.
Comments:       
	     
	     

	
	
	
	
	

	F.
	
	CHANGE RESILIENCE
	Priority Level
	Rating

	
	19.
	Adapts to Change - Anticipates changes and minimizes resistance to changes by developing flexible action steps.
Comments:       
	     
	     

	
	20.
	Works Under Pressure - Effectively handles stress in self and others in crisis situations.
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

