	 
INSTRUCTIONS FOR THE PERFORMANCE REVIEW

PURPOSE

The principal purposes of performance reviews are to encourage staff development and to strengthen institutional  
effectiveness as follows:

	To identify specific indicators of achievement;
	To develop mutually established goals;

	To stimulate improved performance;
	To increase employer/employee communication;

	To Link individual performance to TWU’s  goals;   
	



The formal performance review occurs annually.  This instrument should be used to review the performance of all administrative and professional employees.  
	
INSTRUCTIONS

I. WEIGHTED VALUE OF SECTIONS
Assign a weighted value to Section I and to Section II of the Evaluation Form based on the relative importance of each section by position and job description.  This will indicate whether Performance Criteria (KSA’s) or Key Objectives are more important in the performance for the position.  The weighted value of the two sections must total 100%.  

II.	PERFORMANCE CRITERIA: Knowledge, Skills and Abilities 
This section is designed to identify strengths and weaknesses in job related knowledge, skills and abilities.  It is an indicator of areas where improved performance could be attained through additional development and training. Review each KSA item and assign an appropriate priority value using the PRIORITY LEVEL SCALE.  At the end of the appraisal period assign a rating value that best identifies the employee's performance during the entire appraisal period using the RATING SCALE.  Both value sets are listed below.

			PRIORITY LEVEL SCALE								RATING SCALE
			0 – Not Applicable										1 - Unsatisfactory (U)
			1 – Normal Priority										2 - Improvement Needed (I) 
			2 – High Priority										3 - Meets Expectations (M)
			3 – Critical Priority										4 - Exceeds Expectations (E)
																	5 - Outstanding (O)

III. KEY OBJECTIVES: Goals, Assignments, and Self-Development
	Definitions:
· Goals - Organizational direction and focus based on the University strategic plan.
· Job Duties - Ongoing, major duties identified in current job description.
· Assignments - Non-routine major projects occurring during appraisal period.
· Self-Development - Initiatives the employee may undertake to improve skills and abilities. 

A.	At the beginning of the appraisal period the supervisor, working with the employee will:
· List goals identified in the unit’s strategic plan and job duties or assignments.   The mix of goals versus job duties\or assignments is based on the nature of the position. For example, one position may emphasize ongoing job duties, while another position may be more heavily involved with goals and varied assignments.  
· Consider how results will be measured; i.e., completion date, number of items completed, thoroughness expected, etc.
· Review each goal/job duty/assignment and assign an appropriate priority value using the PRIORITY
      LEVEL SCALE

B. The supervisor will complete the evaluation form. 

C.  After the supervisor has completed the appropriate evaluation form for the employee, the supervisor will enter the employee’s priority, rating and weighting into the employee spreadsheet.  

D.  Next, the supervisor will meet with the employee and discuss the evaluation.  The employee will sign the completed evaluation form. 

E.  After all departmental evaluations are completed by the supervisor; the supervisor will forward the completed signed evaluation forms, employee spreadsheets and department summary to the next level supervisor.  The next level manager will sign off on the evaluation forms.

F.  Forward the completed evaluation forms, employee spreadsheets and department summary to Human Resources.
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