PERFORMANCE EVALUATION
Name:
     
California State University, Chico
Chico State ID #:      
Staff Human Resources
Position:
     
Zip 010 / x6771
Employee’s Bargaining Unit:       


Dept.
      

Current Evaluation Period:
     
Last Evaluation Date:
     
	Unsatisfactory
	Marginal
	Satisfactory
	Above Average
	Outstanding
	Type of Evaluation:  

For CSUEU Probationary Employees



 FORMCHECKBOX 
 3-month  FORMCHECKBOX 
 6- month  FORMCHECKBOX 
 11- month 
This employee’s probationary period ends on:      
For all others:


 FORMCHECKBOX 
 Annual  FORMCHECKBOX 
 Other

	Use the space below and/or attachments to explain the rating in each category.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	WORK HABITS includes attendance, punctuality, safety practices, care of equipment.

	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	QUALITY OF WORK includes planning, organization, judgment, knowledge of work.

	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	COMMUNICATION SKILLS includes public and employee contacts, explaining information and problems.

	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	FLEXIBILITY IN JOB includes handling of change, direction, responsibility, and job demands.

	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	PRODUCTIVITY includes volume of work, completion of tasks, meeting deadlines and commitments.

	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	JOB INTEREST & INITIATIVE includes resourcefulness, staying informed, increased job knowledge.

	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	OVERALL PERFORMANCE indicate the cumulative result of the above ratings.

	     

	Review of previously set goals and objectives:       

	Setting goals and objectives :       

	Date of draft to employee:       
(CSUEU employees have 5 (calendar) days to review draft and provide input to evaluator.)

	I certify that this report represents my best judgment. I understand that an overall evaluation of below satisfactory disqualifies the employee for an SSI for this evaluation period.

 
	Employee: I certify that this report has been discussed with me. I understand my signature does not necessarily indicate my agreement and that that an overall evaluation of below satisfactory disqualifies me for an SSI for this evaluation period.



	(Reviewer Signature)
	
	
	
	
	(Date)
	Employee Comments:
	

	
	

	(Dept. Head Signature, Title)
	 FORMCHECKBOX 

	Agree
	 FORMCHECKBOX 

	Disagree
	(Date)
	

	
	

	(Dean/Manager Signature)
	 FORMCHECKBOX 

	Agree
	 FORMCHECKBOX 

	Disagree
	(Date)
	(Employee Signature)
	(Date)


INSTRUCTIONS

This evaluation is to be completed by the immediate supervisor of the employee.

This template was produced in MSWord and has been designed for use as a form.  Help text has been added for clarification and can be viewed in the status bar (the bar just above the Start button in the lower left-hand corner of the screen).  To begin, save the template to another file under a new file name.  Use the tab key to move from one field to another.  Save the form once you have completed it, print the completed form and proceed with the process as described, below.
EMPLOYEE DATA: Complete the information at the top of the form concerning the employee being evaluated.  Types of Evaluation include: 3, 6, or 11 Month (for CSUEU probationary employees), Annual, or Other (Supervisors may evaluate their employees at any time, but no less frequently than the time intervals required by the employee’s respective collective bargaining agreement.)
RATING CATEGORIES: Check one box for each category.  Comments are encouraged in all cases, but are mandatory when a rating of less than "Satisfactory" is earned, and expected for ratings of "Outstanding."  The "Overall Performance" category must reflect the combined result of the other ratings.  A brief explanation of ratings follows:

· OUTSTANDING:  The employee consistently performs well beyond the expectations of the supervisor and achieves much more than the strict requirements of the job.

· ABOVE AVERAGE:  The employee often performs in a superior manner above the expectations of the supervisor and beyond the normal requirements of the position.

· SATISFACTORY:  The employee completely meets the supervisor's expectations and position requirements.  A rating of at least "Satisfactory" on each category is required for a probationary employee to acquire permanent status.

· MARGINAL:  The employee's performance is frequently inadequate.

· UNSATISFACTORY:  The employee is consistently performing below an adequate level and fails to meet the requirements of the position and supervisor's expectations.

SETTING AND REVIEWING GOALS AND OBJECTIVES:  Evaluate the performance and progress toward the goals established during the previous performance evaluation.  Attach additional pages if necessary. During each performance evaluation meeting, the supervisor and the employee should discuss future goals and objectives for the unit and how the employee’s performance can, within the employee’s job description, contribute to these goals. This might include projects that need to take place during the following evaluation period, training that the employee will need to take to improve or enhance their skills, or actions that would constitute improved employee performance. Usually no more than three or four goals or objectives should be identified during each evaluation period. If no goals were set prior to the evaluation, that should be indicated in the spaced provided.
SERVICE SALARY INCREASES (SSI): SSIs are available only in those years when they are negotiated between the CSU and the respective employee’s union and are based on satisfactory or above overall performance.
SIGNATURES: The supervisor and department head must sign and date the report (the department head must also indicate agreement/disagreement). Depending on department protocol, the dean/director may review the contents of the performance evaluation provided by the direct supervisor prior to the employee’s receipt of the draft or final. Prior to signing the form, the employee must have had the opportunity to read and discuss the evaluation with the supervisor. (see the appropriate collective bargaining agreement)
COPIES/DISTRIBUTION: The department must make two copies - one for the department and one for the employee.  Staff Human Resources (zip 010) receives the original.
SPECIAL NOTE:  If there are questions about what to consider when evaluating an employee, the "Guide to Staff Performance Evaluations" is available on the Staff Human Resources website. For further information or guidelines on performance evaluations, contact the Human Resources Manager assigned to your area http://www.csuchico.edu/hr/Documents/STHR-ManagerUnitAssignments.pdf  or the Office of Staff Human Resources (6771)
Return completed, signed original


to Staff Human Resources








REFER TO INSTRUCTIONS ON NEXT PAGE
STHR-PerfEvalWithInstructions/012907

