Professional Staff Performance Review – Conversational Approach
	Employee Name  (Last)





 (First)
               
 (M.I.)

	Position Title



	Performance Period


	Discussion Date


	Name and Title of Supervisor



	
	Staff Rating
	Supervisor Rating
	

	1.  Progress toward achieving the goals / objectives / projects established for the review period

     

	
	
	EXCEEDS EXPECTATIONS
MEETS EXPECTATIONS
NEEDS IMPROVEMENT
*UNSATISFACTORY

	2.
Performance of job duties and responsibilities

     
	
	
	EXCEEDS EXPECTATIONS
MEETS EXPECTATIONS
NEEDS IMPROVEMENT
*UNSATISFACTORY

	3.
Collaboration and team participation

 Achieves results through collaboration; establishes common ground and connections with others; collaborates will with people different from self; shows an interest in and acknowledges others’ input and skills
     
	
	
	EXCEEDS EXPECTATIONS
MEETS EXPECTATIONS
NEEDS IMPROVEMENT
*UNSATISFACTORY

	4.
Constituent focus

Acts with constituents in mind; develops and follows constituent service standards; establishes and maintains effective relationships with constituents; gathers and analyzes constituent satisfaction and feedback
     

	
	
	EXCEEDS EXPECTATIONS
MEETS EXPECTATIONS
NEEDS IMPROVEMENT
*UNSATISFACTORY

	5.  Accountability and integrity

Accepts responsibility for mistakes; actively seeks and accepts feedback; demonstrates an understanding of impact on others; holds self-accountable for delivering on commitments and renegotiates when needed and appropriate; is perceived as a direct, truthful individual, and is widely trusted
     
	
	
	EXCEEDS EXPECTATIONS
MEETS EXPECTATIONS
NEEDS IMPROVEMENT
*UNSATISFACTORY

	6.  Supports and demonstrates respect for race, equity and difference

Confronts individual bias and racism; recognizes own bias; demonstrates respect for and inclusion of all individuals; leverages the capabilities of people different from self; supports equal and fair treatment and opportunity for all; works effectively in a workforce that is diverse in ideas, culture, ethnicity, gender, etc.
     
	
	
	EXCEEDS EXPECTATIONS
MEETS EXPECTATIONS
NEEDS IMPROVEMENT
*UNSATISFACTORY

	7.
Noteworthy achievements

     


	8.
Goals/objectives/projects for the next review period

     


	9.
Training or development opportunities for the next review period

     


	10.  Identify management support desired

     


	Employee Review/Comments
     


	Employee Signature

_____________________________________________













Date
	Supervisor Signature

_____________________________________________













Date


DEFINITIONS OF PERFORMANCE RATING CATEGORIES

EXCEEDS EXPECTATIONS – The employee regularly works beyond a majority of the performance expectations of this factor and has made many significant contributions to the efficiency and economy of this organization through such performance.

MEETS EXPECTATIONS – The employee has met the performance expectations for this factor and has contributed to the efficiency and economy of this organization.

NEEDS IMPROVEMENT – The employee has failed to meet one or more of the significant performance expectations for this factor.

UNSATISFACTORY * – The employee has failed to meet the performance expectations for this factor.



* Give specific examples of this employee’s performance.
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