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Performance Evaluation

The primary purpose of a performance evaluation is to stimulate communication between a supervisor and employee with regard to
job duties and responsibilities. A shared understanding of job standards, expectations, and objectives is the goal of the evaluation.

It is important that the supervisor make constructive comments leading to an improved understanding of performance requirements.
Comments should be based on the performance level of the job duties and responsibilities as outlined in the employee’s job
description.

Name: Date:
Department: Job Title:
Review Period Start Date: End Date:

INSTRUCTIONS

Important: form must be downloaded, saved and re-opened from its saved location before completing. To ensure you’re
able to use the electronic signature feature you must open the form from its saved location with Adobe and not an
internet browser (right click onthe document —> open with —> Adobe).

1. Review the employee’s position description. If changes are required, send a marked-up electronic copy to the Office of Human
Resources via email: humanresources @salve.edu.

2. Completethe Performance Factors section of this form (pg. 2) by selecting the most accurate level of the employee’s
performance for each factor, considering the entire review period. Performance level descriptions are listed below.

3. In the Performance Factors section, consider including brief comments that help explain the performance level selected. For
details, on accomplishments and to document areas of underperformance, use the Supervisory Comments section (pg. 4).

4. Completethe Goals, Objectives and Performance Expectations and the Development Plan sections (pg. 5), addressing any
areas of needed growth and/or improvement.

5. For employees with supervisory responsibilities, complete the Supervisory Performance Factors section (pg. 3).

6. Provide the completed evaluation to your Department Manager and Vice President for review and signature prior to meeting
with employee. This process enables upper level supervisors to ensure that the comments provided accurately reflect the
performance levels selected and gives them the ability to understand the performance levels and accomplishments of the
employees within their chain of command.

7. Meet with each employee to discuss the evaluation and obtain employee’s feedback and signature. If an employee’s position
description has been updated provide a copy to the employee for discussion and signature during the meeting. Provide a copy
of the completed evaluation to the employee and return the original form to the Office of Human Resources via email:
humanresources@salve.edu.

Performance Level Description
Exceptional Employee consistently exceeds performance standards
Exceeds Expectations Employee meets and often exceeds performance standards
Meets Expectations Employee consistently meets performance standards
Improvement Needed Employee sometimes meets but often falls short of performance standards
Unacceptable Significant improvement needed
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Performance Factors

Please selectthe most accurate level for each factor below, considering the entire review period. Space has been provided
for supervisor ratings and comments.

[e)

rvisor rating and comments (comments optional):
Exceptional O Exceeds Expectations O Meets Expectations O Improvement Needed O Unacceptable

grvlsor rating and comments (comments optional):
Exceptional O Exceeds Expectations O Meets Expectations O Improvement Needed O Unacceptable

63rv|sor rating and comments (comments optional):
Exceptional O Exceeds Expectations O Meets Expectations O Improvement Needed O Unacceptable

63rv|sor rating and comments (comments optional):
Exceptional O Exceeds Expectations O Meets Expectations O Improvement Needed O Unacceptable

63rv|sor rating and comments (comments optional):
Exceptional O Exceeds Expectations O Meets Expectations O Improvement Needed O Unacceptable




Sgrvisor rating and comments (comments optional):
Exceptional O Exceeds Expectations O Meets Expectations O Improvement Needed O Unacceptable

Sgarvisor rating and comments (comments optional):
Exceptional O Exceeds Expectations O Meets Expectations O Improvement Needed O Unacceptable

Supervisor rating and comments (comments optional):
Exceptional O Exceeds Expectations O Meets Expectations O Improvement Needed O Unacceptable

Check the box if the employee being
reviewed is nota supervisor. No
additional information inthe Supervisory

Su perVISory Performan ce Factors Performance Factors section will need to
be completed.

Sgrvisor rating and comments (comments optional):
Exceptional O Exceeds Expectations O Meets Expectations O Improvement Needed O Unacceptable

Supervisor rating and comments (comments optional):
é Exceptional O Exceeds Expectations O Meets Expectations O Improvement Needed O Unacceptable




ngrvisor rating and comments (comments optional):
Exceptional Exceeds Expectations O Meets Expectations O Improvement Needed O Unacceptable

Sgrvisor rating and comments (comments optional):
Exceptional O Exceeds Expectations O Meets Expectations O Improvement Needed O Unacceptable

Supervisory Comments

1. Noteworthy strong areas of last year’s performance:

2. Performance factors requiring improvement: (for performance factors receiving a level of Improvement Needed or
Unacceptable (above), provide details and a plan of action for improved performance.)

3. Towhatextend has last year’s goals, objectives and performance expectations been accomplished: (Please provide a brief
description of each goal, objective and performance expectationand how successful the employee was in accomplishing the

performance expectation.)



4. Future goals, objectives and performance expectations: (To be met and evaluated on performance factors in the upcoming
year.)

5. Towhat extend has last year’s development plan been carried out?

6. Development plan: (With the employee’s assistance, outline development goals, identify training, academic classes, or
professional development opportunities that would benefit the employee in the next year. This should include any university
required training. Indicate how you will work to support the development plans of the employee.)

Additional Supervisory Comments: (For reference purposes please use #'s above when including additional comments.)



Supervisor’s sighature Print name Date

Department Manager’ssignature Print name Date

Vice President’s signature Print name Date

O I have discussedthis evaluation with my supervisor.

O | have discussed this evaluation with my supervisor and have the following comments:

Employee signature Print name Date
Note: Your signature only indicates receipt of the evaluation, not agreement.

PLEASE RETURN THE SIGNED FORM TO THE OFFICE OF HUMAN RESOURCES VIA EMAIL:
humanresources@salve.edu



mailto:humanresources@salve.edu

	V4
	2020 Performance Review form
	Untitled
	Untitled

	Performance Factors
	Supervisory Performance Factors
	Supervisory Comments
	Future goals, objectives and performance expectations: (To be met and evaluated on performance factors in the upcoming year.)

	Supervisor rating and comments comments optional Exceptional Exceeds Expectations Meets Expectations Improvement Needed Unacceptable: 
	Supervisor rating and comments comments optional Exceptional Exceeds Expectations Meets Expectations Improvement Needed Unacceptable_2: 
	Supervisor rating and comments comments optional Exceptional Exceeds Expectations Meets Expectations Improvement Needed Unacceptable_3: 
	Supervisor rating and comments comments optional Exceptional Exceeds Expectations Meets Expectations Improvement Needed Unacceptable_4: 
	Supervisor rating and comments comments optional Exceptional Exceeds Expectations Meets Expectations Improvement Needed Unacceptable_5: 
	Group1: Off
	Group2: Off
	Group3: Off
	Group4: Off
	Group5: Off
	Supervisor rating and comments comments optional Exceptional Exceeds Expectations Meets Expectations Improvement Needed Unacceptable_6: 
	Supervisor rating and comments comments optional Exceptional Exceeds Expectations Meets Expectations Improvement Needed Unacceptable_7: 
	Supervisor rating and comments comments optional Exceptional Exceeds Expectations Meets Expectations Improvement Needed Unacceptable_8: 
	Supervisor rating and comments comments optional Exceptional Exceeds Expectations Meets Expectations Improvement Needed Unacceptable_9: 
	Supervisor rating and comments comments optional Exceptional Exceeds Expectations Meets Expectations Improvement Needed Unacceptable_10: 
	Group6: Off
	Group7: Off
	Group8: Off
	Group9: Off
	Group10: Off
	Check Box17: Off
	Supervisor rating and comments comments optional Exceptional Exceeds Expectations Meets Expectations Improvement Needed Unacceptable_11: 
	Supervisor rating and comments comments optional Exceptional Exceeds Expectations Meets Expectations Improvement Needed Unacceptable_12: 
	Text4: 
	Text5: 
	Text6: 
	Group11: Off
	Group12: Off
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Print name: 
	Print name_2: 
	Print name_3: 
	Print name_4: 
	Text11: 
	Date12_af_date: 
	Date13_af_date: 
	Date14_af_date: 
	Date15_af_date: 
	Text1: 
	Text2: 
	Text3: 
	Date4_af_date: 
	Date5_af_date: 
	Date6_af_date: 
	Group13: Off


