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	Human resources office

140  USFSP Harborwalk Avenue South
st. Petersburg, FL  33701-5016

873-4775   FAX 873-4164


Staff Performance Evaluation
	Employee Name: 
	Employee ID #:      

	Position Title:      
	College/Div./Dept.:      

	Evaluation Period:
	From:      
	To:      

	Type of Evaluation:
	 FORMCHECKBOX 
 Probationary 
	 FORMCHECKBOX 
  Annual
	 FORMCHECKBOX 
  Special


Note:  This form should be completed by the employee’s immediate supervisor. All ratings other than “Achieves” must be supported by specific comments and examples.

Purpose Statement 

Job performance of Staff employees is reviewed to ensure attainment of goals and objectives, improve communication, and promote career growth and development. The evaluation process involves assessing an employee’s work performance during the review period relative to specific indicators. Performance ratings are determined for each indicator based on specific goals, objectives, and outcomes. 
USF SP 2009-2013 Strategic Plan http://www.stpt.usf.edu/strategicplanning/documents/StrategicPlan2009-2013.pdf 
All Staff employees should be familiar with the Strategic Plan; understand how their role supports and contributes to the Vision, Mission, Values, and Goals; and explore how their contributions help USF St. Petersburg achieve this plan.

Vision

USF St. Petersburg will be a premier masters urban university recognized for its vibrant community of scholars who engage and improve its community and the world.  

Mission

USF St. Petersburg offers distinctive graduate and undergraduate programs in the arts and sciences, business, and education within a close knit, student-centered learning community that welcomes individuals from the region, state, nation, and world. We conduct wide-ranging, collaborative research to meet society's needs and engage in service projects and partnerships to enhance the university and community's social, economic and intellectual life. As an integral and complementary part of a multi-campus university, USF St. Petersburg retains a separate identity and mission while contributing to and benefiting from the associations, cooperation, and shared resources of a premier national research university. 
Values

The University of South Florida St. Petersburg has adopted 11 core values that are in alignment with its Strategic Plan http://www.stpt.usf.edu/strategicplanning/documents/StrategicPlan2009-2013.pdf
Goals – Strategic goals for 2009-2013 are listed below.  Detailed implementation strategies can be found within the strategic planning documents.  Goals include:

1. Academic Performance

2. Student Engagement

3. Diversity and Inclusion

4. Research and Creative Activities

5. Environmental Stewardship

6. Administration and Financial Stewardship

	Goals and Objectives for this Evaluation Period:
	Results:
	
	

	1.      

	 FORMCHECKBOX 
 Exceeded
	 FORMCHECKBOX 
 Achieved
	 FORMCHECKBOX 
 Not Achieved



	2.      

	 FORMCHECKBOX 
 Exceeded


	 FORMCHECKBOX 
 Achieved
	 FORMCHECKBOX 
 Not Achieved



	3.      

	 FORMCHECKBOX 
 Exceeded


	 FORMCHECKBOX 
 Achieved
	 FORMCHECKBOX 
 Not Achieved



	4.      

	 FORMCHECKBOX 
 Exceeded


	 FORMCHECKBOX 
 Achieved
	 FORMCHECKBOX 
 Not Achieved



	5.      
	 FORMCHECKBOX 
 Exceeded


	 FORMCHECKBOX 
 Achieved


	 FORMCHECKBOX 
 Not Achieved


Ratings:

Exemplary  

Performance far exceeds all standards/expectations. Exceptional results are consistently produced.
Commendable 

Performance frequently exceeds standards/expectations.

Achieves 
Performance consistently meets standards/expectations. Requisite competencies and knowledge are demonstrated.

Needs Improvement 
Performance does not consistently meet standards/expectations.  Some requisite competencies and knowledge are demonstrated.  Individual may still be learning the job and/or functions and requires additional time to develop.

Unsatisfactory 
Performance does not meet standards/expectations.  Major deficiencies require immediate attention and improvement. 

                               
	PERFORMANCE INDICATORS
	Exemplary
	Commendable
	Achieves
	Needs Improvement
	Unsatisfactory

	
	
	
	
	
	

	Job Knowledge: Demonstrates sufficient knowledge, competency, and understanding to perform all aspects of the job efficiently, effectively, and safely.

Comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Productivity: Meets established deadlines and effectively uses work time to achieve goals and objectives; work effort results in the desired outcomes to include quality, quantity, and timeliness.

Comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Quality of Work: Produces work that is comprehensive in scope, complete in detail, and accurate in content.

Comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Communications: Shares information effectively both verbally and in writing (including formal presentations) with various types of audiences; listens attentively and openly to the ideas, concerns, and suggestions of others. 

Comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Standards of Service: Demonstrates a commitment to the University’s established standards of service; interacts professionally and effectively with various customers in both routine and non-routine situations; establishes and develops collaborative relationships with others in the community. 

Comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Teamwork: Participates in achieving organizational unit goals and objectives and works effectively with other colleagues at the University.

Comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Initiative: Accepts and carries out current and new responsibilities through resourcefulness and self-reliance.

Comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Problem Solving: Develops sound, timely, and practical solutions to daily challenges and unique conflicts.

Comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other:      
Comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other:      
Comments:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Achievements:  Briefly describe the employee’s most significant strengths and accomplishments during this review period.
     
Areas for Improvement: Indicate areas in which the employee should address professional shortcomings and expand competencies. Provide a brief description of a development plan to support achievement (supervisor’s role, resources, etc.). 
     
Overall Performance Rating (assign one overall rating based on the ratings assigned above):
	 FORMCHECKBOX 
  Exemplary
	  FORMCHECKBOX 
  Commendable
	 FORMCHECKBOX 
  Achieves
	 FORMCHECKBOX 
  Needs Improvement
	 FORMCHECKBOX 
  Unsatisfactory


Comments:      
	Goals and Objectives for Next Evaluation Period:

	1.      
2.      
3.      
4.      
5.      



Professional Development Plan: Include training, competency development, and other efforts.
     
Employee Comments: 
     
___________________________________________________________________________________________________________________________________ 
Supervisor Name
(Print)

 
Signature



Title



Date

___________________________________________________________________________________________________________________________________

Next Level Supervisor Name (Print)
 
Signature



Title



Date
(Required when overall rating is below Achieves.)

My signature only acknowledges discussion and receipt of this evaluation and does not necessarily imply my agreement.

__________________________________________________________________________________________________________________________________
Employee Signature









Date

Original to:  USF SP Human Resources


Copy to:  Employee and Department
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