UCSC PERFORMANCE APPRAISAL AND DEVELOPMENT PLAN: OPTION FOUR
   Overall Summary of Performance Appraisal
	(1) Employee’s Name


	(2) Department/ Division


	(3) Supervisor’s Name


	(4) Period Covered By This Appraisal




	APPRAISAL RATINGS

O
= Outstanding:  Performance that exceeds expectations and is consistently outstanding.

M
= More than Satisfactory:  Performance that consistently fulfills the job requirements and exceeds expectations.

S
= Satisfactory:  Performance that consistently fulfills the job requirements.

I
= Improvement Needed:  Performance that does not consistently meet the job requirements.

U = Unsatisfactory:  Performance that consistently fails to meet the job requirements.



Provide an overall appraisal rating. 

	Overall Rating





Please Note: If this is a probationary evaluation, please comment in the overall summary if the employee is passing the probationary period.
SIGNATURES:

(All signatures as appropriate)

Immediate Supervisor 
Date


Next Level of Supervision
Date


Department Head/ Unit Manager (whichever is applicable)

Date

My signature indicates neither agreement nor disagreement with the appraisal, but it does indicate that I have reviewed the appraisal, and have discussed it with my supervisor.  I understand that I may complete the Employee Comments sheets as part of this appraisal.


Employee’s Signature
Date

  UCSC PERFORMANCE APPRAISAL AND DEVELOPMENT PLAN: OPTION FOUR

	(1) Employee’s Name


	(2) Department/ Division


	(3) Supervisor’s Name


	(4) Period Covered By This Appraisal




	APPRAISAL RATINGS

O
= Outstanding:  Performance that exceeds expectations and is consistently outstanding.

M
= More than Satisfactory:  Performance that consistently fulfills the job requirements and exceeds expectations.

S
= Satisfactory:  Performance that consistently fulfills the job requirements.

I
= Improvement Needed:  Performance that does not consistently meet the job requirements.

U = Unsatisfactory:  Performance that consistently fails to meet the job requirements.



  Performance Appraisal
	RATING
	KNOWLEDGE OF JOB SAFETY PROCEDURES
	COMMENTS

	
	Employee knows and follows job safety procedures, attends required health and safety training, and proactively promotes safety at work. Employee promptly reports accidents, injuries, close calls, unsafe practices, unsafe conditions, threatening behaviors, and emergencies to supervisor or appropriate university office. 


	


This section provides three options. You may use the parts listed below to appraise the employee’s performance: 

Part A 
Review of Essential Functions and Projects, and/or

Part B 
Significant Performance Dimensions, and/or

Part C 
Goal Accomplishment for Period of this Appraisal
   Part A:  Review of Essential Functions and Projects
Describe the essential functions and projects that the employee has undertaken during this appraisal cycle.  Provide a rating and supporting comments, as appropriate. Insert the appropriate rating:

	RATING
	ESSENTIAL FUNCTIONS AND PROJECTS
	COMMENTS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Part B:   Significant Performance Dimensions
Ratings:  In appraising the performance dimensions below, consider how these apply to the functions and projects undertaken by the employee during this appraisal cycle. Please rate the employee according to the following and provide supporting comments, as appropriate. 

O = Outstanding
      M = More than Satisfactory      S = Satisfactory      I = Improvement Needed      U = Unsatisfactory

	RATING
	PERFORMANCE DIMENSION
	COMMENTS

	

	1. Initiative/Innovation: Assessment of self-starting ability, resourcefulness, creativity, introduces new concepts and processes using independent and original thought, ingenuity.


	

	
	2. Teamwork/Collaboration: Assessment of effectiveness in working together with colleagues at various levels to solve problems, improve work processes, or accomplish specific tasks.
	

	

	3. Leadership: Influences others to achieve department/unit and organizational goals, and promote ethical behavior.
	

	
	4. Decision-making: Assessment of problems/central issues defined, collection and evaluation of significant or relevant data, evaluation of options, solutions proposed and implementation of appropriate solution(s).
	

	

	5. Communication: Assessment of clarity of ideas expressed, effectiveness of oral and written presentations, effectiveness in listening and interacting with others in a helpful and informative manner.
	

	

	6. Quality: Assessment of excellence in factors such as accuracy, completeness, and follow-through on work.
	

	

	7. Productivity: Completion of sufficient volume of work, based on department/unit priorities and timeliness.
	

	

	8. Optional Dimensions: Supervisors may include other performance dimensions that are unique to their organizations (e.g., dependability).


	


   Part C:  Goal Accomplishment for the Period of this Appraisal
State goals identified in the previous appraisal cycle and rate according to the following scale.  Provide supporting comments as appropriate.

	APPRAISAL RATINGS

O
= Outstanding:  Performance that exceeds expectations and is consistently outstanding.

M
= More than Satisfactory:  Performance that consistently fulfills the job requirements and exceeds expectations.

S
= Satisfactory:  Performance that consistently fulfills the job requirements.

I
= Improvement Needed:  Performance that does not consistently meet the job requirements.

U = Unsatisfactory:  Performance that consistently fails to meet the job requirements.



	RATING
	GOAL
	COMMENTS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


  UCSC Standards For Managers and Supervisors   (only for managers and supervisors)  

Please rate the supervisor’s conduct based on the UCSC Standards according to the appraisal ratings. Provide supporting comments as appropriate. {For managers and supervisors only}

      RATING

	
	The UCSC Principles of Community:  Diverse, Open, Purposeful, Caring, Just, Disciplined, Celebrative.

UCSC faculty, staff, and students are expected to pursue these principles in an atmosphere of personal and intellectual freedom, security, respect, civility and mutual support.

· Ensures that policies, practices, services, and behaviors support the Principles of Community.

· Ensures a diverse work force.



	
	Diversity:  A general term for indicating that many people with differences are present, welcome, and productive in an organization.  Diversity refers to culture, race, ethnicity, language, national origin, religion, gender, age, disability, and sexual orientation.

· Ensures that policies, practices, services, and behaviors support and accept diversity.
· Ensures that all employees participate in training that supports diversity.

· Ensures a diverse work force.



	
	Health and Safety: Safety and environmental issues are essential elements of ensuring the continued success of UCSC and its employees.  As with any progressive organization, UCSC’s primary strength is its people, the many individuals that comprise the faculty, staff, and student populations.  To ensure that these individuals have a chance to contribute to the university’s mission, each must be afforded a safe, healthy and environmentally sound workplace.

· Ensures that policies, practices, services, and behaviors support accepted safety, health, and environmental standards.

· Managers and supervisors ensure that all employees participate in safety, health, and environmental protection, and receive appropriate training.




UCSC managers and designated supervisors play a crucial leadership role ensuring the effectiveness and productivity of their units. Their job is to inspire and support employees to achieve the mission and goals of the university. Supervisors demonstrate effective supervision by performance consistent with campus-wide standards for the UCSC Principles of Community, diversity, health and safety, and customer service, and for the following: {For managers and supervisors only}
	
	Leadership:   Creating a climate of trust and mutual respect; increasing the potential for employees to be productive and to feel welcome, valued, and motivated. Satisfactory will be demonstrated when supervisors or managers:
· Align their practices with the mission and values of their organizations, and discuss them with their employees at least annually
· Exhibit ethical leadership and model the conduct they expect from those they lead
· Perform their duties with honesty, accountability, fairness, and professionalism
· Undertake efforts to create a workplace climate consistent with the UCSC Principles of Community
· Exhibit , responsiveness, flexibility, and effective communication skills



	
	Performance Management:  Managing employee performance in alignment with the mission and goals of the department or unit and consistent with relevant policies and collective bargaining agreements. Satisfactory will be demonstrated when supervisors or managers:
· Include employees in these processes

· Develop and communicate the goals of the unit or department and strategies for achieving them

· Clarify the roles of their employees in current job descriptions

· Develop and clearly explain performance expectations

· Provide timely and objective feedback about performance

· Conduct constructive annual performance appraisals

· Discuss learning and development options with their staff at least annually

· Provide reasonable support for professional employee growth by supporting responsible initiative and innovation as appropriate learning experiences
Address employee performance problems in consultation with the appropriate UCSC authorities, consistent with university policies and collective bargaining agreements


	Comments:




  Goals and Expectations for Upcoming Year (Development Plan)
Please use this section to identify development that sustains, improves and builds performance, and enables the employee to contribute to organizational effectiveness.  This section should be used to identify goals, objectives, and career development activities, and should be completed by the supervisor in collaboration with the employee.

Period Covered By This Appraisal:  



	Goals and Objectives
	Development Activities/Resources
	Time Frame

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


  Employee Comments (Optional)
· At the completion of the final appraisal discussion between the supervisor and employee, the employee may use this Employee Comments sheet to discuss aspects of the appraisal.  

· The employee’s name should be included at the top of any additional sheets used.

· After writing comments, the Employee Comments sheet should be returned to the supervisor so that it can become a part of the performance appraisal document. 
	Employee’s Name:


	Period Covered By This Appraisal:







	Comments:









      Employee’s Signature                                                                                                           Date
































































































































APPRAISAL RATINGS


O	= Outstanding.  Performance that exceeds expectations and is consistently outstanding.


M	= More than Satisfactory. Performance that consistently fulfills the job requirements and exceeds expectations.


S	= Satisfactory.  Performance that consistently fulfills the job requirements.


I	= Improvement Needed.  Performance that does not consistently meet the job requirements.


U   = Unsatisfactory.  Performance that consistently fails to meet the job requirements.
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