Peter Kiewit Computing Services

Today’s Date: _______________
Annual Employee Performance Review

Dartmouth College Employee Performance Plan and Accountability Review FY10

Dartmouth College is committed to careful and comprehensive performance and development communication.  Each person’s performance makes an important contribution to the educational mission of the College as well as to their own personal growth and fulfillment. 

For Period Ending: ___________________
Employee Name:  ______________________
Division/Department:  ____________________
Dartmouth ID Number:  ________________

Employee Title: __________________________
Supervisor:_____________________________
 
Dept Head: _______________________________
VP/Dean:_______________________________


Check as many as is appropriate:

□ SETTING EXPECTATION     □ MID-YEAR CHECK-IN   □ YEAR-END ACCOUNTABILITY REVIEW
Overall Rating:  __________
Recommend for Advancement:  □ Yes   □ No








Recommend for Mentor/Mentee □ Yes   □ No


(Circle One if appropriate and then check box)

Suggested areas for Prof. Growth/Development:



___________Described in Section 6__


e.g., specific technical skill, supervision, management, leadership

Part 1: Key Position Responsibilities






This section indicates the primary or key recurring responsibilities for the position. (List as many as is appropriate in order of relative priority.)

1


2


3


4


5


6


Part 2: Last Evaluation Goals and Expectations





This section lists only goals from the prior year evaluation followed by comments regarding progress made during the year.





 


1
Goal:

Results/Accomplishments:

2
Goal:

Results/Accomplishments:

3
Goal:

Results/Accomplishments:

4
Goal:

Results/Accomplishments:


 




Part 3: Other Accomplishments (Projects/Tasks/Assignments)






This section provides an accounting of the specific projects and/or tasks that were assigned during the review period, and a brief description of the results. Add as many as needed.
1
P/T/A:

2
P/T/A:

3
P/T/A:

Part 4: Performance Factors: 

Measure against the standard for the position using the following scale. It is not necessary to complete each line:







1 - Needs improvement   2 - Meets Expectations   3 - Exceeds Expectations    N - New to Position

	EXCELLENCE 
	 Self
	Spvr
	Comment

	Job Knowledge
	 
	 
	

	· Effectively applies required job skills, practices, and knowledge
	
	
	

	· Demonstrates ability to learn and apply new skills
	
	
	

	· Keeps abreast of current developments in the field
	
	
	

	· Displays understanding of how job relates to others
	
	
	

	· Uses resources effectively
	
	
	

	· Requires minimal redirection or reinforcement
	
	
	

	
	
	
	

	Quality of Work
	
	
	

	· Is accurate and thorough; work is correct
	
	
	

	· Looks for ways to improve and promote quality
	
	
	

	· Maintains quality of key services or work product
	
	
	

	· Seeks and applies feedback to improve performance
	
	
	

	· Exhibits attention to detail
	
	
	

	· Monitors own work to ensure quality
	
	
	

	· Documentation is correct and effective
	
	
	

	· Solutions are supportable by others
	
	
	

	· Follows accepted methodology
	
	
	

	· Solutions are well tested and, as a result, are stable and perform well in production
	
	
	

	· Solutions are re-usable
	
	
	

	
	
	
	

	Customer Service
	 
	 
	

	· Demonstrates an understanding of service standards and strives to achieve them
	
	
	

	· Achieves positive relations within his/her span of control – focus on external customers
	
	
	

	· Is accessible and appropriate with users of department services
	
	
	

	· Is able to develop a rapport with employees at all levels
	
	
	

	· Communicates in a timely manner
	
	
	

	· Has established credibility with customers
	
	
	

	
	
	
	

	Problem Identification, Solving, and Analytic Skills
	
	
	

	· Determines and isolates core or fundamental problems as opposed to symptoms
	
	
	

	· Identifies causes and formulates effective solutions
	
	
	

	· Effectively facilitates/implements solutions (pros/cons, cost/benefit, flexibility)
	
	
	


Excellence Summary Comments:











 

 

	RESPONSIBILITY
	 Self
	Spvr
	Comment

	Productivity and Timeliness 
	 
	 
	

	· Yields appropriate work output 
	 
	 
	

	· Establishes and accomplishes goals
	
	
	

	· Maintains focus on the task at hand
	
	
	

	· Is able to prioritize work
	
	
	

	· Is well organized
	
	
	

	· Adheres to instructions and schedules
	
	
	

	· Uses time efficiently and effectively
	
	
	

	· Follows up on loose ends
	
	
	

	
	
	
	

	Project Management
	
	
	

	· Demonstrates knowledge of project management methodology 
	
	
	

	· Demonstrates ability to successfully develop and execute a plan
	
	
	

	· Is assertive and self-confident in a tactful and positive manner 
	
	
	

	· Anticipates change or the need for change and helps others understand and deal with it proactively and successfully
	
	
	

	
	
	
	

	Staff Management
	
	
	

	· Provides staff with direction and gains their cooperation
	
	
	

	· Includes staff in planning
	
	
	

	· Delegates work to appropriate levels
	
	
	

	· Takes responsibility for staff’s activities
	
	
	

	· Makes self available to staff
	
	
	

	· Provides staff with regular performance feedback
	
	
	

	· Develops staff skills and encourages growth
	
	
	

	
	
	
	

	Financial Management
	
	
	

	· Demonstrates skill and competence in managing financial issues
	
	
	

	· Effectively manages resources: financial, physical, and human
	
	
	

	· Participate successfully in budget preparation
	
	
	

	· Contributes to overall sound financial management
	
	
	


Responsibility Summary Comments:
	
	 Self
	Spvr
	Comment

	INTEGRITY AND RESPECT
	
	
	

	· Understands and follows College policies 
	Y/N
	Y/N
	

	· Understands and follows applicable state and federal laws and regulations 
	Y/N
	Y/N
	

	· Brings potential compliance or ethics issues to supervisor’s attention
	Y/N
	Y/N
	

	· Treats all with respect and dignity and demonstrates courtesy in all interactions
	Y/N
	Y/N
	

	· Participates in the College’s diversity efforts
	Y/N
	Y/N
	

	· Fosters a spirit of inclusiveness 
	Y/N
	Y/N
	


Integrity and Respect Summary Comments: 
	DIALOGUE 
	 Self
	Spvr
	Comment

	Communication
	 
	 
	

	· Verbally expresses ideas and thoughts effectively 
	
	
	

	· Expresses ideas and thoughts effectively in written form
	
	
	

	· Exhibit good listening and comprehension
	
	
	

	· Keeps others adequately informed
	
	
	

	· Selects and uses appropriate communication methods
	
	
	

	
	
	
	

	Teamwork and Collaboration
	 
	 
	

	· Balances team and individual responsibilities
	
	
	

	· Is motivated to make suggestions to improve work
	
	
	

	· Establishes and maintains effective relationships with team members
	
	
	

	· Works actively to resolve conflicts
	
	
	

	· Exhibits objectivity and openness to others’ views
	
	
	

	· Gives and welcomes feedback
	
	
	

	· Contributes to building a positive team spirit
	
	
	

	· Is able and willing to mentor others
	
	
	

	· Asks for help when needed
	
	
	


Dialogue Summary Comments: 
	LEARNING AND INQUIRY
	 Self
	Spvr
	Comment

	Innovation and Creativity
	 
	 
	

	· Undertakes self-development activities
	
	
	

	· Is able to apply prior knowledge to new tasks
	
	
	

	· Creates and applies original solutions as appropriate
	
	
	

	
	
	
	

	Adaptability
	
	
	

	· Is able to adjust to new situations
	
	
	

	· Is able to function in multiple roles
	
	
	

	
	
	
	

	Initiative
	
	
	

	· Looks for and takes advantage of opportunities
	
	
	

	· Takes independent actions and calculated risks
	
	
	


Learning and Inquiry Summary Comments: 
Part 5: Goals for the coming year. 

Goals should be SMART:  specific, measurable, achievable, results focused, and time bound. Add as many as is needed


1.

2.

Part 6: Career and Professional Development Plans  









Part 7: Supervisor Summary Comments


Part 8: Employee Summary Comments

Supervisor signature: 





  Date: 



Employee signature: 





  Date: 











(NOTE: This signature only indicates that the employee and supervisor have discussed the information contained in this form. A signature by the employee does not signify agreement in full with the content of the evaluation.)

C – Clearly Outstanding


E – Exceeds Expectations


M – Meets Expectations “good performance”


B – Below Expectations


U - Unacceptable








