
KRIEGER SCHOOL OF ARTS AND SCIENCES


PERFORMANCE APPRAISAL FORM

Purpose: 


The Staff Performance Appraisal is a documented record of the duties, responsibilities, and performance of individual staff members.   It is used to provide feedback on performance on a regular basis to all Arts and Sciences staff members.  The Appraisal form should be completed annually, prior to the staff member's anniversary date, and should involve two-way communication between the staff member and his/her supervisor. It is important, however, that feedback and communication are continuous throughout the year.


This document should be started 60 days prior to the salary anniversary date, to allow enough time for it to be completed and processed by Human Resources in time to meet payroll cut-off date. (Employee: see note below regarding retroactive increases.)
Note to employee about retroactive increases: if an employee is delinquent in completing their portion of the Performance Appraisal form, one reminder will be sent out.  If the form is still not received within a reasonable time frame, the supervisor will initiate the Performance Review process without input from the employee being reviewed, and this will be noted on the form.  If completed form does not get to Arts and Sciences Human Resources prior to 4-6 weeks past salary review date, and delinquency is attributable to the employee, the increase will not be retroactive.

The first section is filled out by the EMPLOYEE.  It consists of the following sections:

Section 1: List of Job Responsibilities

Section 2: Accomplishments and Personal Development 
Section 3: Goals

When the employee has completed the form, he/she gives it to the SUPERVISOR for completion of the following sections:

Section 1: Review of Job Description

Section 2: Rating of Job Performance Factors

Section 3: Additional Performance Information

Section 4: Focus for the Coming Year
After completion of above sections, the supervisor and employee meet to review the appraisal, the form goes back to the employee for optional comments, and then the supervisor's manager signs the form.  Once the form is signed by all parties involved, it is sent to: 

HR Manager

KSAS HR office

237 Mergenthaler

Homewood Campus       
The Johns Hopkins University

Krieger School of Arts and Sciences Performance Appraisal Form
EMPLOYEE SECTION (this section is completed first by the employee and given to the supervisor)
Employee Name: 









Job Title: 










Review Period: 









Date due to Supervisor: (return completed portion to supervisor 30 – 45 days prior to annual review date) 
EMPLOYEE SECTION
The completion of this portion of the annual performance appraisal form provides an opportunity for you to highlight your contributions made during the past year in your position.  This section, in addition to the supervisor's section, will be reviewed and discussed during your annual performance review meeting. Please complete this form and return it to your supervisor.  Keep a copy for your records. 
Section 1: List of Job Responsibilities
Provide a list of the tasks and duties that you were responsible for during the past year, in order of importance.
	Click here to list …


Section 2: Accomplishments and Professional Development:
Please assess your previous year’s performance, making note of:

-Major accomplishments 
-Special projects assigned or initiated 
-Contributions made to the Department/University
-List any classes, conferences, or seminars you attended during the year. 

-List any professional or career goals you would like to address for the coming year: 
Senior Staff/Administrators also describe innovations and management issues resolved.
	Click here to list …


Section 3: Goals – departmental and career
This section can be utilized by both staff member and the supervisor to set short and long term goals for growth and development including specific objectives for improvement, development and/or advancement for the next review period.
	Click here to type comments…


SUPERVISOR SECTION (this section is completed after you receive the Employee portion) 

Supervisor Name:  






Job Title:  







SUPERVISOR SECTION: 

This portion of the form is to be used by supervisors to provide an appraisal of the staff member's  performance during the performance review period.. Please review and incorporate your responses to the employee section as you complete this form.   If you are reviewing a staff member who reports jointly to another supervisor, please obtain and incorporate that supervisor's assessment. Both supervisors may participate in the discussion. You should review this document with your supervisor prior to your review discussion with the employee  Please return the completed form to your departmental/ divisional HR office as appropriate. 

Section 1: Review of Job Description .  This section is designed to keep the job description current and to identify how an employee uses his or her time. 

Using the information provided by the employee in Section 1: List of Current Job Responsibilities,  review the job description to identify and explain differences between the description and the employee's actual tasks and responsibilities. If position has changed significantly update the job description as appropriate and forward revised job description or addendum to the appropriate divisional HR official. 

	Click here to type comments…


In the space below, discuss the effort and priority of the tasks and responsibilities, and address any discrepancies between your expectations and the staff member's use of his or her time.

	Click here to type comments…


Section 2: Rating of Job Performance Factors 

All job performance factors listed below should be addressed in the review of an employee, 

Please use this list as a guide to develop a written summary of your employee's annual performance or rate each factor with examples and explanations to support your determination of level of performance.

Ratings Definitions:
Exceptional Performer (EP): Staff member continually exceeds the expectations for job performance;  frequently goes above and beyond essential job functions in this area.
Good Performer (GP): Staff member performs the essential job functions and meets expectations for the position. This staff member is competent and effective in this area. 

Needs Improvement (NI): Performance is inconsistent in this area.  Supervisor will provide further explanation of how improvement can be achieved.

Unsatisfactory Performer (UP): Performance does not meet expectations in this area.  Examples and a plan for remediation should accompany this rating.  Continued unsatisfactory performance will be unacceptable.
Not Applicable (NA)

Please rate the following categories of job performance.
Quality of Work: 
Work product is complete, thorough, accurate, neat, and well organized; work product reflects planning/preparation, efficiency, and follow through

□EP     
□GP
□NI
□UP
□N/A
	Click here to type comments…


Quantity/Volume 
Uses time efficiently; considers volume of work completed in a 

of Work:

timely manner, ability to meet schedules/deadlines

□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Dependability:
Carries out assigned responsibilities and meets deadlines; can be depended on to be present and timely; can be relied upon to honor the work schedule, informs supervisor/co-workers about absences or lateness, unplanned absences are not excessive; schedules vacation with an awareness of impact on office.

□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Flexibility/
Performance under pressure, carried out multiple assignments, ability to 
Adaptability 
prioritize, adapts to changing conditions in the workplace
To Change

□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Initiative /
Strives to improve work methods/efficiency; takes on additional 
Innnovation
responsibility willingly; evaluates and selects appropriate courses of action to resolve problems; seeks new opportunities, or introduces innovation where appropriate.

□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Independence 
Works autonomously with minimal supervision; takes direction and follows tasks through to completion; assesses needs, and sets priorities appropriately; uses sound judgment in decision making.


□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Interpersonal 
Works as a team member; demonstrates cooperation, respect, 
Relations
consideration and tact in dealing with others (supervisors, subordinates, peers, faculty and students).

□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Communication 
Employee's ability to express written and oral thoughts clearly and 
Skills:
concisely , listen attentively, provides feedback effectively, maintain confidentiality, receptive to other viewpoints

Written:

□EP     
□GP
□NI
□UP
□N/A


Oral:


□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Job Skill/

Possesses required skills and demonstrates proficiency in carrying out 

Knowledge: 
work assignments; understands job procedures and duties; applies organizational, technical, and and/or computer expertise to work more efficiently/effectively.


□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Impact on

Understands and demonstrates respect for and knowledge of 

Organization
department/university values, goals, procedures, and mission; effectively utilizes resources (including staff, facilities, supplies and equipment) to resolve problems, increase productivity, and reduce costs; recognizes the importance of safety procedures and accts appropriately.  

□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Professionalism/
Represents the department/university using diplomacy, good judgment, 

Service Orientation/
sensitivity; conducts oneself in a businesslike manner and with an
Credibility:
orientation toward service with superiors, peers, and subordinates, positive in demeanor and support; maintains confidentiality; inspires trust.

□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


If the employee you are rating has supervisory/management components to their position, please continue.

Staff Development:
Staff annual reviews are completed in a timely manner, the individual provides ongoing feedback, guidance and opportunities to his/her staff for their development and growth

□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Staffing:
Anticipates department needs and plans/prepares for adequate support; makes effective hiring decisions; applies fair, respectful and open employment practices by providing equal employment opportunities through recruitment, advancement, training, and development

□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Leadership 
Provides guidance and direction; inspires teamwork and dedication among 
Skills:
staff; accepts responsibility, sets standards, communicates expectations, gives feedback and takes appropriate action; provides positive work environment; resolves conflict fairly, uses sound judgment and exercises an appropriate level of decision making in seeking solutions.

□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Manages
Leads by example and acts as a positive role model, encouraging staff and

Change
helping them adapt to change.  Utilizes University resources (including training, informational meetings, etc.) to update skills, communicate information and developments, and implement change.
	Click here to type comments…


Planning/
Contributes to the overall strategy of the program; provides the level of 
Budgeting:
fiscal accountability and anticipation of department needs for adequate support.

□EP     
□GP
□NI
□UP
□N/A

	Click here to type comments…


Section 3: Focus for the Coming Year 

These topics can be submitted in summary format, or you can address each area individually. 

Goals for the upcoming year: 

Improvement opportunities for the upcoming year: 

Professional Development 

	Click here to type comments…


Section 4: Summary: 

Supervisor can include general comments about the employee.

	Click here to type comments…


Date of Discussion: 







Supervisor Manager's Signature: 





Date: 



Supervisor's Signature: 






Date:  



Section 5: Employee Comments (Optional)

You are not required to provide comments in response to your review. However, if you would like to comment upon or document anything, please use the following space: 

	Click here to type comments…


Your signature indicates that the review was completed.  It does not represent agreement with this document. Please return the signed document to your supervisor within 48 hours. 

Employee Signature:  








Date:
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