UC MERCED PERFORMANCE APPRAISAL AND DEVELOPMENT PLAN: 

OPTION THREE
   Overall Summary of Performance Appraisal
	(1) Employee’s Name


	(2) Department


	(3) Period Covered By This Appraisal




	APPRAISAL RATINGS

O
= Outstanding.  Performance exceeds expectations and is consistently outstanding.

M
= More than Satisfactory. Performance consistently fulfills the job requirements and exceeds expectations.

S
= Satisfactory.  Performance consistently fulfills the job requirements.

I
= Improvement Needed.  Performance does not consistently meet the job requirements.

U   = Unsatisfactory.  Performance consistently fails to meet the job requirements.
Please Note: If this is a probationary evaluation, please comment in the overall summary if the employee is passing the  
                       probationary period.


Provide an overall appraisal rating. 

	[image: image1.jpg]


Overall Rating




SIGNATURES:  (All signatures as appropriate)

Immediate Supervisor 

Date


Next Level of Supervision

Date


Department Head/ Unit Manager (whichever is applicable)

Date


My signature indicates neither agreement nor disagreement with the appraisal, but it does indicate that I have reviewed the appraisal, and have discussed it with my supervisor.  I understand that I may complete the Employee Comments sheets as part of this appraisal.


Employee’s Signature
Date

UC MERCED PERFORMANCE APPRAISAL AND DEVELOPMENT PLAN:

OPTION THREE

	(1) Employee’s Name


	(2) Department


	(3) Division



	(4) Period Covered By This Appraisal


	(5) Supervisor’s Name


	(6) Supervisor’s Payroll Title




  Appraisal of Performance
This section provides three options. You may use the parts listed below to appraise the employee’s performance: 

Part A 
Review of Essential Functions and Projects, and/or

Part B 
Significant Performance Dimensions, and/or

Part C 
Goal Accomplishment for Period of this Appraisal
   Part A:  Review of Essential Functions and Projects
Describe the essential functions and projects that the employee has undertaken during this appraisal cycle.  Provide a rating and supporting comments, as appropriate. Insert the appropriate rating:

	APPRAISAL RATINGS

O
= Outstanding.  Performance exceeds expectations and is consistently outstanding.

M
= More than Satisfactory. Performance consistently fulfills the job requirements and exceeds expectations.

S
= Satisfactory.  Performance consistently fulfills the job requirements.

I
= Improvement Needed.  Performance does not consistently meet the job requirements.

U   = Unsatisfactory.  Performance consistently fails to meet the job requirements.




	RATING
	ESSENTIAL FUNCTIONS AND PROJECTS
	COMMENTS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Part B:   Significant Performance Dimensions
Ratings:  In appraising the performance dimensions below, consider how these apply to the functions and projects undertaken by the employee during this appraisal cycle. Please rate the employee according to the following and provide supporting comments, as appropriate. 

O = Outstanding
      M = More than Satisfactory      S = Satisfactory      I = Improvement Needed      U = Unsatisfactory

	RATING
	APPLICABLE FOR ALL EMPLOYEES
	COMMENTS

	

	1. Initiative/Innovation: Ability to self-start, resourcefulness, creativity, ability to introduce new concepts and processes using independent and original thought, ingenuity.
	

	
	2. Teamwork/Collaboration: Effectiveness in working together with colleagues at various levels to solve problems, improve work processes, or accomplish specific tasks.
	

	

	3. Leadership: Influences others to achieve department/unit and organizational goals, and promotes ethical behavior.
	

	
	4. Decision-making: Detection of problems and central issues, collection and evaluation of significant or relevant data, evaluation of options, solutions proposed and implementation of appropriate solution(s).
	

	

	5. Communication: Clarity of ideas expressed, effectiveness of oral and written presentations, effectiveness in listening and interacting with others in a helpful and informative manner.
	

	

	6. Quality: Excellence in factors such as accuracy, completeness, and follow-through on work.
	

	

	7. Productivity: Completion of satisfactory volume of work based on department/unit priorities and timelines. 
8. 
	

	

	9. Stewardship: Demonstrates accountability and sound judgment in managing university resources in an open and effective manner.  Demonstrates appropriate understanding of confidentiality and university values. Demonstrates adherence to policies, procedures, and safety guidelines.
	

	
	10. Cross-cultural Competence: Promotes cooperation, fairness and equity. Demonstrates respect for people and their differences. Works to understand perspectives and world views of others; demonstrates empathy. Provides for and/or contributes to a culture of inclusion.  Integrates diversity into business practices.
	

	
	11. Optional Dimensions: Supervisors may include other performance dimensions that are unique to their organizations (e.g., dependability).
	


 Part C:  Goal Accomplishment for the Period of this Appraisal
State goals identified in the previous appraisal cycle and rate according to the following scale.  Provide supporting comments as appropriate.

	APPRAISAL RATINGS

O
= Outstanding.  Performance exceeds expectations and is consistently outstanding.

M
= More than Satisfactory. Performance consistently fulfills the job requirements and exceeds expectations.

S
= Satisfactory.  Performance consistently fulfills the job requirements.

I
= Improvement Needed.  Performance does not consistently meet the job requirements.

U   = Unsatisfactory.  Performance consistently fails to meet the job requirements.




	RATING
	GOAL
	COMMENTS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


  Employee Goals and Development Plan for the Coming Year
Please use this section to identify development that sustains, improves and builds performance, and enables the employee to contribute to organizational effectiveness.  This section should be used to identify goals, objectives, and career development activities, and should be completed by the supervisor in collaboration with the employee.

Period Covered:  



	Goals, Objectives, and/or Competencies
	Development Activities/Resources
	Time Frame
	Expectations

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Immediate Supervisor 

Date


Employee’s Signature

Date

  Employee Comments (Optional)
· At the completion of the final appraisal discussion between the manager and employee, the employee may use this Employee Comments sheet to discuss aspects of the appraisal.  

· The employee’s name should be included at the top of any additional sheets used.

· After writing comments, the Employee Comments sheet should be returned to the supervisor so that it can become a part of the performance appraisal document. 
	Employee’s Name:


	Period Covered By This Appraisal:







	Comments:









Employee’s Signature                                                                                                                Date
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