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3.1	Performance Evaluation Policy

Staff Member to Complete:
Please briefly answer the following questions focusing on your work accomplishments and interpersonal effectiveness (job performance) over the past 3 months. To help ensure a consistent standard of assessment, please do not alter the content of this form.  Please feel free to include attachments behind this form such as examples of work products.
1. With regard to your work accomplishments and interpersonal effectiveness, what has gone well this quarter? [If you are a manager or supervisor, include working with direct reports and key stakeholders on communication, working relationships, workload prioritization, and performance management.]


2. With regard to your work accomplishments and interpersonal effectiveness, what could you have done to be more effective? [If you are a manager or supervisor, include working with direct reports and key stakeholders on communication, working relationships, workload prioritization, and performance management.] 


3. What are your goals for the coming quarter?  Align goals with departmental and institutional mission and needs. [If you are a manager or supervisor, include at least one goal toward improving working with direct reports and/or key stakeholders on communication, working relationships, workload prioritization, or performance management.] 


4. What help can your supervisor provide to support you in achieving your goals in the coming quarter?
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Supervisor to Complete:
Please briefly answer the following questions focusing on the staff member’s work accomplishments and interpersonal effectiveness (job performance) over the past 3 months. To help ensure a consistent standard of assessment, please do not alter the content of this form.  Please feel free to include attachments behind this form such as examples of work products.
1. With regard to this staff member’s work accomplishments and interpersonal effectiveness, what has gone well this quarter? [If this evaluation is for a manager or supervisor, include working with direct reports and key stakeholders on communication, working relationships, workload prioritization, and performance management.] 


2. With regard to this staff member’s work accomplishments and interpersonal effectiveness, what could s/he have done to be more effective? [If this evaluation is for a manager or supervisor, include working with direct reports and key stakeholders on communication, working relationships, workload prioritization, and performance management.]


3. What are the individual goals for this staff member for the coming quarter?  Align goals with departmental and institutional mission and needs. [If this evaluation is for a manager or supervisor, include at least one goal toward improving working with direct reports and/or key stakeholders on communication, working relationships, workload prioritization, or performance management].


4. How will I, as supervisor, support this staff member in achieving his/her goals in the coming quarter?
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