UC Berkeley  Haas School of Business 2010-2011
Performance evaluation and planning form                               	              Supervisor/Manager

Employee:_____________________  Department: __________________ Control Unit: _______________________	  Evaluation Period:                               From ________ to _______             Annual_____ Other______
Appointment:        Limited, end date: ____________  Career ____         Probationary period ends: ______________	



Instructions:

Effective evaluation of job performance is an on-going process.  Annually each manager or supervisor provides a summary of progress toward meeting job expectations and last year’s goals. This form is to be used for annual evaluations, and at other times during the year when formal feedback is needed. 
 
Part I – Job Success Factors
These include knowledge, skills and basic competencies. Rate each factor based on performance during the period identified above.  The factors include knowledge and skills specific to this position (Part 1-A), and competencies common to the campus supervisor/manager job standards (Part 1-B)

Part II – Goals from last year or last evaluation period
Rate the progress made on each of the goals established at the beginning of the period.

Part III – Goals for this coming year or evaluation period
Enter the performance goals for the next period to be evaluated.

Part IV – Professional Development Plan
Enter any actions that will be taken by the employee or manager to support the goals indicated in Part III above, or specific job success factors in Part I.  The plan may include career growth, job mastery, or actions to correct performance.
























Rating Scale: 

Level 5 (E)	Exceptional
	Performance far exceeded expectations due to exceptionally high quality of work performed in all essential areas of responsibility, resulting in an overall quality of work that was superior; and either 1) included the completion of a major goal or project, or 2) made an exceptional or unique contribution in support of unit, department, or University objectives. This rating is achievable by any employee though given infrequently.

Level 4 (EE)	Exceeds expectations
Performance consistently exceeded expectations in all essential areas of responsibility, and the quality of work overall was excellent.  Annual goals were met.

Level 3 (ME)	Meets expectations
Performance consistently met expectations in all essential areas of responsibility, at times possibly exceeding expectations, and the quality of work overall was very good.  The most critical annual goals were met.

Level 2 (I)	Improvement needed	
Performance did not consistently meet expectations – performance failed to meet expectations in one or more essential areas of responsibility, and/or one or more of the most critical goals were not met.  A professional development plan to improve performance must be outlined in Section 4, including timelines, and monitored to measure progress.

Level 1 (U)	Unsatisfactory
Performance was consistently below expectations in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made.  Significant improvement is needed in one or more important areas.  In Section 4, a plan to correct performance, including timelines, must be outlined and monitored to measure progress.






























Part I.  Job Success Factors 
  		Factors 				           Rating		Comments
	A. KNOWLEDGE and SKILLS SPECIFIC TO THIS JOB
	
	
	
	
	
	

	Demonstrates the essential functions, knowledge and skills articulated in the job description 

· (may give a global rating OR insert here essential functions as listed in the job description, include them by reference to an attached copy of the job description, or paraphrase from the job description)

ATTACH JOB DESCRIPTION  
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Timelines for Training and Development activities for Haas Supervisors and Managers can be found at  http://www.haas.berkeley.edu/haas/jobs/t&d/timeline.pdf, and detailed information about recommended formal training programs at http://www.haas.berkeley.edu/haas/jobs/t&d/formal_training.html. Please comment on employee’s engagement in these development activities during the last period.





Part II – Last Period’s Goals
	Goal							Rating		Comments
	
1.
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OVERALL RATING (based on Parts I and II)
Relative weights of job success factors and performance goals are determined by the manager or supervisor.  Higher priority items may be highlighted.
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Part III – Next Period’s Goals

	1.
Measure of success:

	2.

Measure of success:

	3.

Measure of success:

	4.

Measure of success:

	5.

Measure of success:


Progress toward meeting these goals will be reviewed at the time of the next evaluation.

Part IV. Professional Development Plan

	Professional development for all supervisors/managers must include action plans based on Hogan Inventory and/or 360 assessment results from 2011. 




Signatures:
Employee:_____________________________________ Date: ________________________
My signature indicates that I have received a copy of this evaluation.  
___ I would like to include comments from my self assessment.

Manager/supervisor:	Name:_________________________________
Signature: ______________________________ Date: ________________________

	Department manager:  Name: _________________________________
	             Signature: ______________________________  Date:  _______________________

The employee being evaluated is to receive a copy of the completed evaluation form
and one copy shall be placed in the personnel file.
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