Peter Kiewit Computing Services

Annual Employee Performance Review

An annual performance review is a single point in a process that extends across a full year. Reviews are an important tool, both for the employee and the supervisor. Reviews not only help the employee develop professionally, they also help ensure that individual goals are aligned with team and departmental goals. 
The process being rolled out this year in Computing Services is the second phase of our efforts to improve our performance reviews. A committee of staff members from across the department has worked over the last several months. Their efforts have resulted in a revised form. The revised annual performance review form provides six areas for completion:

· reviewing progress made on previously identified goals
· confirming key responsibilities and their priority 
· reviewing and assessing projects and tasks that were not a part of the formal goal-setting process from the prior year 
· assessing and commenting on performance
· setting goals for the coming year 
· looking at career and professional development 

The committee has worked diligently to make improvements to the review form, but the process is not complete. They will continue to review our current model and plan to make additional recommendations as needed. Your feedback on the revised form will be gathered once this year’s annual review is completed.  
General Instructions:

Part 1: Last Evaluation Goals and Expectations

Include only goals that were defined in the last performance review. Briefly describe the employee’s progress toward these goals.

Part 2: Key Position Responsibilities

The supervisor and employee should agree on the key responsibilities of the position and their relative priority.

Part 3: Current Projects/Tasks/Assignments

Include in this section any goals, projects, or tasks that have been assigned since the last formal review. 

Part 4: Performance Factors

Performance factors should be rated on the scale: 
•
Needs Improvement (1)

•
Meets Expectations (2)

•
Exceeds Expectations (3)

An additional category of New to Position (N) should be used for employees who have not been in the position long enough to make an accurate determination of their performance. 

Performance factors are assigned within the categories of our departmental core values. Space is included for the employee and the supervisor to provide a rating and, where appropriate, to include customer feedback (as requested by the supervisor). 

This section can be completed in a flexible manner and should reflect the needs of the supervisor and staff person. Given the flexibility the supervisor may choose to rate each bulleted subtopic or he or she may choose to rate the top category only. 

Example A:

EXCELLENCE
	
	Self
	Supr
	Comment

	Job Knowledge
	
	2
	Has strong job knowledge, understands concepts, and is able to apply knowledge as appropriate

	· Competent in required job skills and knowledge
	
	
	

	· Exhibits ability to learn and apply new skills
	
	
	


Example B:

EXCELLENCE
	
	Self
	Supr
	Comment

	Job Knowledge
	
	
	

	· Competent in required job skills and knowledge
	
	3
	I think that I shall never see an employee as competent as thee

	· Exhibits ability to learn and apply new skills
	
	2


	Has not applied himself to learning new XXXX


At the end of each core value section space is included for a Summary Comment. Some supervisors may choose to provide feedback in this section. Although it is not required, supervisors could use this space to elaborate on the sections above. 

Sections for those with Management Responsibilities:

Shaded sections are for people with management responsibilities. 

Part 5: Goals for the Coming Year

This section should reflect the staff member’s goals, which will be related to departmental and team goals, but should be specific to the individual. Goals should meet the following criteria—they should be: specific, measurable, achievable, results focused, and time bound. Additional information on goal setting is included in a separate document. 

Part 6: Career and Professional Development Plans

This section should include specific plans for the individual and identify needed resources. Plans can be made for the next year and might look even farther at future career plans. For example, a professional development plan for the next year might include specific training in an operating system. Career planning for the individual might include attending a class on management principles to explore whether or not the person might want to move into management.

By identifying resources, the supervisor does not necessarily commit the College to providing for that expense. For example an individual may need to take some courses outside the College to achieve a goal. The department, however, cannot commit to providing more dollars to the individual than the College’s standard tuition benefit.  

Part 7: Supervisor Summary Comments

The supervisor may choose to add a summary comment.
Part 8: Employee Summary Comments

Employees are encouraged to provide feedback on their evaluation.

Once the review is completed, the supervisor and the employee should sign and date the evaluation, and forward it on the Computing Services Administrative Offices, attention Rita Murdoch.

