TEXAS WOMAN'S UNIVERSITY
CLASSIFIED – GROUP A
CUSTODIAL, GROUNDS-KEEPING & MAINTENANCE STAFF

	PERFORMANCE PLAN AND EVALUATION

	This form, and any attachment, becomes part of the employee's official personnel file.

	

	[bookmark: Text2]Employee Name:      
	[bookmark: Text3]Assignment #:       
	[bookmark: Text4]Date of Review:      

	

	[bookmark: Text5]Position:      
	[bookmark: Text7]Department:       

	

	[bookmark: Text8]Prepared By:       
	[bookmark: Text9]Hire Date:       

	

	[bookmark: Text10][bookmark: Text11]Review Period: 	 From:         To:      


	



	
	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.
The need to re-do work and the orderliness of work place.

	
	
	
	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 consistent with established standards.  Makes 
good use of time.

	
	
	
	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.
	Job Knowledge - Employee understands job duties and responsibilities, and has the ability to accomplish them for satisfactory 
job performance.

	
	
	
	Priority
	     

	     
	5
	Has completely mastered own job duties and responsibilities and all related areas.
	
	

	     
	4
	Is very knowledgeable of own job duties and responsibilities and is familiar with some related areas.
	
	

	     
	3
	Has sufficient knowledge to perform job satisfactorily.  Needs some coaching on complex areas.
	
	

	     
	2
	Has some knowledge of own job duties and responsibilities.  Requires coaching on routine areas.
	
	

	     
	1
	Has very limited knowledge of own job duties and responsibilities and little or no understanding of related areas.
	
	

	COMMENTS:       

	

	4.
	Technical/Job Related Skills - Possesses and applies the technical/job related skills to perform the job.

	
	
	
	Priority
	     

	     
	5
	Viewed as a technical/job related skills expert by coworkers and/or outside contacts.
	
	

	     
	4
	Has more than acceptable technical/job related skills for above average performance.
	
	

	     
	3
	Has acceptable technical/job related skills for average performance.
	
	

	     
	2
	Needs to develop key technical/job related skills to achieve acceptable level of performance.
	
	

	     
	1
	Does not possess the basic level of technical/job related skills.
	
	

	COMMENTS:       

	

	5.
	Productivity/Organizational Skills - Employee’s work yields results that are beneficial to departmental operations and meets 
departmental standards.  Systematically organizes job functions by planning.  Adheres to deadlines.  Achieves productivity as 
outlined in job description, specific standards and/or supervisor’s direction.

	
	
	
	Priority
	     

	     
	5
	Plans work with unusual foresight.  Delays and disruptions are very rare.  Usually exceeds work group standards.
	
	

	     
	4
	Usually plans work well enhancing work group function.  Occasionally exceeds work group standards.
	
	

	     
	3
	Planning is acceptable.  Meets work group standards.
	
	

	     
	2
	Sometimes fails to plan and organize well.  Impairs work group standards.
	
	

	     
	1
	Fails to plan and organize.  Unacceptable performance to standards.
	
	

	COMMENTS:       

	

	6.
	Safety Compliance - Adhere to safety rules and attends required safety classes.  Maintains a safe working environment in 
assigned areas.  Employee’s work practices meets TWU and departmental health, safety and security requirements.

	
	
	
	Priority
	     

	     
	5
	Constantly looks for potential safety and security issues in the work area.  Viewed as a safety expert.
	
	

	     
	4
	Is highly concerned with own and others safety and security.  Strives to keep area free of safety and security hazards.
	
	

	     
	3
	Adheres to all work area safety and security guidelines.  Acts promptly on potential safety and security hazards.
	
	

	     
	2
	Low concern for own safety and security and fails to act promptly on potential safety and security hazards.
	
	

	     
	1
	Demonstrates little or no concern for own or others safety or security.  Addresses safety hazards only when required.
	
	

	COMMENTS:       

	

	7.
	Adaptability to Stress - Displays presence of mind and calmness during high stress periods.  Relates well with others while 
experiencing stress.

	     
	
	
	Priority
	     

	     
	5
	Always calm under pressure and demonstrates a calming influence on others in stressful situations.
	
	

	     
	4
	Copes exceptionally well with stress in the work environment.
	
	

	     
	3
	Adequately manages stress level in work situations.
	
	

	     
	2
	Occasionally allows stress to impact own and others work effectiveness.
	
	

	     
	1
	Own and others work is negatively impacted by general failure to effectively deal with stress.
	
	

	COMMENTS:       

	

	8.
	Judgment/Decision Making Ability - Makes the right, correct decisions in a timely manner.  Recognizes the distinction between 
authority and responsibility

	
	
	
	Priority
	     

	     
	5
	Sustains high level of sound judgment.  Analyzes situations thoroughly.  Decisions are best under circumstances.  
	
	

	     
	4
	Above average reasoning ability.  Seldom errs in judgment.  Always makes sound decisions.
	
	

	     
	3
	Has acceptable judgment and decision making ability.  Does not overlook details and assigns them proper importance.
	
	

	     
	2
	Decisions and recommendations are often impractical.  Has difficulty separating trivial and important facts.
	
	

	     
	1
	Frequently makes irrational decisions.  Tends to jump to conclusions with little or no consideration for the facts.
	
	

	COMMENTS:       

	

	9.
	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, requires assistance with non routine assignments.
	
	

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

	     
	1
	Requires constant direction/supervision to complete assignments.
	
	

	COMMENTS:       

	

	10.
	Interpersonal Skills - Develops and maintains effective working relationships with supervisor, customers and peers; encourages and fosters cooperation.

	
	
	
	Priority
	     

	     
	5
	Exceptional skill in dealing with others tactfully and with diplomacy.
	
	

	     
	4
	Above average interpersonal skills.  Can diffuse and overcome conflict.
	
	

	     
	3
	Acceptable interpersonal skills.  Effective in dealing with work issues.
	
	

	     
	2
	Lacks tact and diplomacy.  Does not work through work issues well.
	
	

	     
	1
	Behaviors create interpersonal problems and poor relationships.
	
	

	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
