Fayetteville State University Annual Performance Appraisal for SPA Employees (Supervisors)
	FAYETTEVILLE STATE UNIVERSITY 
	SPA Employee (Supervisor)

	ANNUAL PERFORMANCE APPRAISAL
	Click here to enter name.
	
	EMPLOYEE’S NAME

	

	June 2011 – May 2012
	Click here to enter division.	Click here to enter Banner ID No.
	EVALUATION PERIOD / WORK CYCLE
	DIVISION
	EMPLOYEE’S BANNER ID NO.

	

	Click here to enter department.	Click here to enter section/sub-unit.	Click here to enter position no.
	DEPARTMENT
	SECTION/SUB-UNIT
	EMPLOYEE’S 15-DIGIT POSITION NO.

	

	Click here to name.	
	Click here to name.	Click here to enter title.
	SUPERVISOR’S NAME
	NEXT LEVEL MANAGER’S NAME
	EMPLOYEE’S CAREER-BANDED TITLE

	

	Click here to enter title.	Click here to enter title.	Click here to enter title.
	SUPERVISOR’S TITLE (Banded title if applicable.)
	NEXT LEVEL MANAGER’S TITLE
	EMPLOYEE’S WORKING TITLE (if applicable)

	

	Click here to enter phone ext.	Click here to enter phone ext.	Click here to enter phone ext.
	SUPERVISOR’S PHONE EXT.
	NEXT LEVEL MANAGER’S PHONE EXT.
	EMPLOYEE’S PHONE EXT.

	

	OVERALL PERFORMANCE RATING (Required)
	Click here for the North Carolina 5-Point Rating Scale.

	

	Performance was far above the defined job expectations. The employee consistently went far beyond what is normally expected of an employee in this job. The employee’s performance needs no improvement. Rating requires specific and substantial written justification.

	

	Performance fully met the defined job expectations and, in many instances, exceeded job expectations. The employee often went far beyond what is normally expected of an employee in this job. Rating requires specific and substantial written justification.

	

	Performance met the defined job expectations. The employee successfully and solidly performed at the level, and occasionally above the level, that is normally expected of an employee in this job. Rating requires clear and concise written results statements for support.

	

	Performance met some of the job expectations, but not all. Improvement is needed to bring the employee’s performance up to the meets expectations level. Rating requires improvement plan.

	

	Performance failed to meet the defined expectations. Performance may have required frequent, close supervision, and/or the redoing of work. The employee did not perform at the level that is normally expected of an employee in this job. Rating requires improvement plan.

	SIGNATURES (Required)

	EMPLOYEE’S SIGNATURE DOES NOT NECESSARILY INDICATE AGREEMENT.

	

	
	
	

	SUPERVISOR’S SIGNATURE
	DATE
	EMPLOYEE’S SIGNATURE
	DATE

	

	
	
	

	NEXT LEVEL MANAGER’S SIGNATURE
	DATE
	HR REVIEWER’S SIGNATURE
	DATE




	BEFORE YOU BEGIN

	

	UNDERSTANDING THE PERFORMANCE APPRAISAL

	

	An employee’s performance appraisal is written documentation of how well the employee met their established job performance expectations during a work cycle. Appraisals should measure achievements of goals, document whether or not assigned work was completed, and document the results of the employee. Care should be taken not to confuse performance appraisals with competency assessments.

Competency assessments document an employee’s possession and demonstration of knowledge, skills, and abilities (KSAs). An employee’s competency assessment and career-banded level do not affect their performance appraisal. An employee can, for example, be at Journey level and still fail to use their competencies to meet their goals. Consider the differences in the statements below:

Competency Assessment Statement: The employee demonstrates the ability to respond to related questions independently. The employee initiates contact with others in the university to obtain information that is needed by students.

Performance Appraisal Results Statement: The employee did not meet the goal that was set for answering the program-related questions received via e-mail or telephone within 24 hours for 95% of the inquiries. The employee typically responded accurately, but was consistently late with answers.

	

	RATING INFLATION

	

	Performance ratings are intended to accurately reflect the actual performance of an employee. It is expected that the majority of employee appraisals will reflect an overall rating of “Good” – meaning that the employee is a solid performer and has performed their job at the level expected of someone in the position. Although the term “Good” may be interpreted by some as meaning middle of the road or just ok performance, it actually indicates that the employee has done a good job doing what was expected of them.

Care must be taken not to artificially inflate ratings. The State of North Carolina monitors employee performance ratings from all agencies and universities. State policy requires that all ratings above “Good” (“Very Good” and “Outstanding”) be supported by specific, substantial, and verifiable evidence in the results column of the appraisal and, when necessary, include additional documentation.

Appraisals with ratings of “Very Good” or “Outstanding” that do not include appropriately written justifications are unacceptable and will be returned.

	

	RESOURCES

	

	Visit the North Carolina Office of State Personnel’s website http://www.performancesolutions.nc.gov/motivationInitiatives/PerformanceMgmt/Stage3/index.aspx for valuable performance management information including:

	

	- Sources of Performance Information
	- Words on a Performance Appraisal
	- Ratings Review Session
	- Tips on Rating Performance

	- Rating Bias
	- Reducing Rating Inflation
	- Constructive Appraisal Discussions
	- Appraisals Dos and Don’ts




	KEY RESPONSIBILITIES / RESULTS (Required)

	INSTRUCTIONS FOR THE SUPERVISOR: Transfer the Duties and Responsibilities (KR/Rs) from the employee’s most recent Work Plan. In the Results column, write a summary of the employee’s actual performance relative to the expectations. In the Final Ratings column, rate how well the employee performed the individual duty, responsibility, or goal. All ratings of Outstanding (O) and Very Good (VG) require specific and substantial written results statements that clearly explain how the employee went above and beyond what is normally expected of an employee in their job. All ratings of Below Good (BG) and Unsatisfactory (U) must include justification in the results column and a written improvement plan (see attached) must be developed.

	

	DUTIES & RESPONSIBILITIES
	EXPECTATIONS
	RESULTS
	FINAL RATINGS

	
	
	
	

	Tasks significant enough to warrant measuring. May occur on a regular basis or may be special assignments or goals. Seven to ten (7 – 10) key job duties and responsibilities should be listed and described.
	Expectations for performance.  Describes how the performance will be measured. Should be specific, measurable, controllable, realistic, time-bound, and written at the level expected for good performance.
	Actual employee performance measured against expectations. Tells the extent to which the employee has met expectations. Verifiable information should support all ratings and conclusions.
	A rating of “Good” indicates that an employee’s performance has met expectations. Specific and measurable justifications must be written for all ratings above “Good”. All ratings below “Good” require a written improvement plan (see attached). Click to choose the rating.

	ACCOUNTABILITY (Mandatory for supervisors): Failure to comply with expectations of completing work plans and performance appraisals may result in a lower performance rating.	As supervisor, you are expected to complete work plans, interim review and annual appraisal documents on each employee that reports to you on or before the given deadline.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	ACCOUNTABILITY (Mandatory for supervisors): Failure to comply with expectations for career-banding responsibilities may result in a lower performance rating. 	Responsible for Career-Banded assessments and recommending appropriate salary request.  All documents are due on or before the given deadline.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	Click here to enter duties.	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	Click here to enter duties.	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	Click here to enter duties.	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	Click here to enter duties.	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	Click here to enter duties.	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	Click here to enter duties.	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	Click here to enter duties.	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	Click here to enter duties.	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.





	DIMENSIONS (Required)
	Click here for Dictionary of Dimensions.

	INSTRUCTIONS FOR THE SUPERVISOR: Transfer the Dimensions from the employee’s most recent Work Plan. In the Results column, write a summary of the employee’s actual performance relative to the expectations. In the Final Ratings column, rate how well the employee performed the individual duty, responsibility, or goal. All ratings of Outstanding (O) and Very Good (VG) require specific and substantial written results statements that clearly explain how the employee went above and beyond what is normally expected of an employee in their job. All ratings of Below Good (BG) and Unsatisfactory (U) must include justification in the results column and a written improvement plan (see attached) must be developed.

	

	DIMENSIONS
	EXPECTATIONS
	RESULTS
	FINAL RATINGS

	

	Dimensions are job-related behaviors that directly help achieve a results expectation. The employee must possess and demonstrate them to effectively do their job. Three to five (3 – 5) dimensions should be listed and described.
	Expectations for performance.  Describes how the performance will be measured. Should be specific, measurable, controllable, realistic, time-bound, and written at the level expected for good performance.
	Actual employee performance measured against expectations. Tells the extent to which the employee has met expectations. Verifiable information should support all ratings and conclusions.
	A rating of “Good” indicates that an employee’s performance has met expectations. Specific and measurable justifications must be written for all ratings above “Good”. All ratings below “Good” require a written improvement plan (see attached). Click to choose the rating.

	
	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	Click here to enter dimension.	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	Click here to enter dimension.	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	Click here to enter dimension.	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.

	Click here to enter dimension.	Click here to enter expectations.	Click here to enter results.	
	Justification required in results column.

	
	
	
	
	Justification required in results column.

	
	
	
	
	Successfully meets job expectations.

	
	
	
	
	Improvement plan required.

	
	
	
	
	Improvement plan required.





	Supervisor’s Evaluation Summary / Comments (Required)

	Instructions for Supervisor: Use this space to write an overall summary of the employee’s performance or to add notes during the discussion of the appraisal.

	Click here to enter summary.
	

	Employee’s Comments (Optional)

	Instructions for Employee: Use this space to make comments during the discussion of your appraisal with your supervisor. Appropriate time should be given for employee to comment. Additional sheets may be attached if necessary.

	





	Improvement Plan (Required for all BG or U Ratings)

	Instructions for Supervisor and Employee: All areas in which the employee was rated Below Good (BG) or Unsatisfactory (U) require a corrective action plan to improve performance. The Improvement Plan must specify the following:
1. the performance problem
2. the specific steps/actions to be taken by the supervisor and employee to improve performance
3. the timeframe for improvement
4. the consequences of failure to improve
5. a follow-up date
The Improvement Plan is considered successfully completed only when the employee’s actual performance has improved to the point where expectations are being met.

	

	STEP 1
	Click here to describe the performance problem.

	STEP 2
	Click here to describe specific steps and actions needed to improve performance.

	STEP 3
	Click here to identify the time frame for improvement.

	STEP 4
	Click here to identify the consequences for failure to improve.

	STEP 5
	Click here to identify a follow-up date.



INTITAL AND NUMBER EACH PAGE:     Supervisor ________ Date________           Employee________ Date________              Page ________ of ________ 	
HR Form Updated April 5, 2010
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