TEXAS WOMAN’S UNIVERSITY
Performance Planning and Evaluation Guidelines for Staff
Purpose of the Performance Evaluation System:

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;   
	


Formal Performance planning occurs at the beginning of the performance period and formal evaluation occurs at the end of the performance period.  Informal meetings to discuss performance criteria and progress on objectives are encouraged to be conducted at regular intervals through out the review period. 

There are five staff performance evaluation forms.  The forms are as follows:

· Professional and Administrative (P & A) - for exempt positions of manager, including professional positions, and above.  
· Health Care Professionals – for exempt positions engaged in health care on campus.
· Classified Group A - for custodial, grounds-keeping and maintenance staff.

· Classified Group B – for clerical and any other job title that does not meet the definition of P & A, Health Care Professional, or Classified Groups A and C.

· Classified Group C – for commissioned police officers. 

Before the Performance Review Period begins – Performance Planning: 
There are several tasks that a supervisor needs to complete prior to the first meeting with the employee at the beginning of the performance period.  It is important that the supervisor establish goals and objectives for employees that are tied to departmental and university goals, objectives, and strategic plans.  Supervisors should review the departmental goals with his/her chain-of-command to ensure the goals and objectives established for employees are in alignment with those of the department, division, etc.

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


For Example:

· For a maintenance position; 

· Performance Criteria =  85%

· Key Objectives           =15%   
  Total 100%

· For an administrative position;
· Performance Criteria =  60%

· Key Objectives           =40% 
  Total 100%

· For a management position;
· Performance Criteria =  30%

· Key Objectives           =70%
  Total 100%

· Set Performance Criteria (measures and standards) for employees. Assign a Priority level to each of the performance criteria on the evaluation form (Section I of the Evaluation form). The priority level should be in alignment with the goals and objectives for the department/division/university.

· Outline Key Objectives (Section II of the Evaluation form) for the employee to accomplish during the upcoming performance period and assign Priority levels to each. This may consist of departmental goals, assignments, training for the employee, or skills that need to be developed, etc.

Supervisors and Employees:

· Review the job description and task list for the position to identify the primary duties of the job then set and agree on the standard of performance. For example, a secretary may be responsible for picking up, opening and distributing departmental mail.  A standard of performance may be, “distributes all mail within 30 minutes of its arrival in the department” 

· Review and discuss the Priority levels with the employee at the beginning of the performance period.
· Consider any employee’s recommendations. This initial performance planning meeting should outline for the employee what he/she needs to do in order to be successful.  This should also be an opportunity for the employee to offer input/feedback on the items discussed.

Beginning of the Performance Period – Performance Tracking System:    

If the supervisor does not already have an appropriate system of tracking performance on his/her employees, it is recommended that a Performance Management file be set up for each employee.  This file should be kept secured and will contain information regarding training the employee has attended, certifications earned, letters of appreciation from other TWU employees and/or from the public, disciplinary issues that have been addressed, etc.  The Performance Management file will assist the supervisor in tracking all information pertaining to the employee and thus make completing the performance evaluation at the end of the performance period easier.

During the Performance Period – Track Performance:

Supervisor:
· Track employee performance successes and short comings.  It is recommended that the supervisor meet with the employee at the beginning, at the end of the performance period, and throughout the evaluation period on an as-needed basis.

Supervisor and Employee:

· Should any problems arise concerning the employee’s performance, the problems should be discussed with the employee as soon as possible. Problems and concerns that arise during the performance period must be addressed as they occur and not held until the end of the review period.

· During the performance period it may become necessary to make adjustments to goals and objectives as needs of the department and/or employee change.  Should a goal/objective change the supervisor will need to communicate the change to the employee during the performance period.

At the End of the Performance Period – Evaluation Process
The supervisor will alert the employee to complete a Self Evaluation form and submit it for consideration as part of the evaluation process. 

1. Assign a rating value to each performance criteria/objective (in both sections I and II) along with comment, as needed, using the Performance Management file for the employee and the employee’s Self Evaluation form.  
2. Once the evaluation has been finalized and final comments have be added to the appropriate areas to give the employee adequate feedback on her/his performance, the supervisor meets with the employee to review ratings and overall performance.  This review will consider all performance through out the review cycle.  
3. Finally, the completed evaluation form is submitted to the next level of management for review/approval.  All performance evaluation forms must be submitted to administration by the predetermined date. 
4. After all performance information has been submitted, reports will be submitted for the division Vice Presidents to consider and assign Merit Increases. 
5.  During the month of September, the supervisor will meet with each employee to discuss the actual merit amount the employee will receive.  This meeting will also be used to discuss and set performance standards and goals for the next review period.
Performance Evaluations for New Employees:

During the first thirty days of employment the supervisor will meet with each new employee, review their job description, task list and start the Performance Evaluation Process by establishing Performance Criteria and Key Objectives. 

Instructions for Completing the Performance Evaluation Form:

The performance planning and evaluation form contains two sections.  Instructions for completion of each section are as follows:
SECTION I - PERFORMANCE CRITERIA (Knowledge, Skills and Abilities)

This section is designed to identify strengths and weaknesses in job related knowledge, skills, and abilities (KSA’s).  First, the supervisor assigns a Weighted Value to this section indicating the importance of this section to the performance of the job.  Second, the supervisor and employee will review each KSA item and the supervisor will assign an appropriate priority value using the PRIORITY LEVEL SCALE for Section I.    
At the end of the performance evaluation period Supervisors should use the employee’s Self Evaluation form as well as their Performance Management file to determine ratings. The Supervisor then assigns a rating value that best identifies the employee’s performance during the entire evaluation period using the PERFORMANCE CRITERIA RATING SCALE.  Any rating other than a (3) “Meets Expectations” requires comments that describe specific areas of either strengths (ratings 4 and 5) or weaknesses (ratings 1 and 2).  Comments may also be provided for a “3” rating, at the supervisor’s discretion.  
SECTION II - KEY OBJECTIVES (Goals, Assignments, and Self-Development)
At the beginning of the evaluation period the supervisor, working with the employee, will list goals that are linked to the unit’s strategic plan and job duties, detail assignments, and/or discuss self-development initiatives.  The supervisor assigns a Weighted Value to this section indicating the importance of this section to the performance of the job. In discussing these objectives, you should make sure the employee has the resources needed and knows the steps to take to achieve the objectives.  Use the spaces provided to clearly define the objective.  The supervisor will review each key objective and assign an appropriate priority value using the PRIORITY LEVEL SCALE for Section II.  
Note – the WEIGHTED VALUE for each section must equal 100%.
SECTION III - OVERALL PERFORMANCE EVLAUTION RATING:
	Overall Evaluation Rating
	Outstanding


	Exceeds
Expectations


	Meets
Expectations


	Improvement Needed


	Unsatisfactory




	PERFORMANCE CRITERIA RATING SCALE

	5.   OUTSTANDING - Consistently exceeds standard expectations in many (60%) areas.  Makes significant contributions well beyond job responsibilities.   Employee performed job requirements with exceptional skill and knowledge. Employee clearly and consistently exceeded expectations in most areas of the job.



	4.   EXCEEDS EXPECTATIONS - Above standard expectations in several (30%) areas.   Employee's performance exceeded expectations in many areas of the job. 

	3.   MEETS EXPECTATIONS- Meets standard expectations in most (80%) areas.   Employee’s performance consistently met expectations. Employee’s work was fully effective, reliable, and of good quality.  Succeeded in meeting all expectations of the job description and task list.

	2.   IMPROVEMENT NEEDED - Does not meet standard or reasonable expectations.   Needs improvement in several (30%) areas.   Employee did not consistently perform all job requirements. 

	1.   UNSATISFACTORY - Fails to achieve results expected.   Deficient in meeting minimum expectations.  Significant improvement needed to reach competent level in many (60%) areas.  Requires more than expected supervision.  Employee’s performance was below the requirements of this position. Immediate corrective action is necessary

	

	PRIORITY LEVEL SCALE


	3   Critical Priority – The criterion would have critical impact on overall employee performance.  Wrong decisions and     errors felt across entire organization and by customers to a significant extend.  No direct supervision/oversight usually.

	2
High Priority - This criterion would have significant impact on overall employee performance.  Wrong decisions and errors felt in several other departments and by customers. Little direct supervision/oversight. 

 

	1
Normal Priority - This criterion would have impact on overall employee performance. Wrong decisions or errors would affect own department.  Moderate direct supervision/oversight.



	0
Not Applicable - This criterion has no bearing on employee’s position and does not apply to duties listed in the job description.
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