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University of Missouri System - Division of Finance & Administration
Performance Objectives, Self Assessment and Performance Evaluation



	Employee Name
	

	Employee Position
	

	Review Period
	From:   
	
	To:
	



Instructions:

· This signature page is provided for documenting the planning, interim review and final review.  If you save this document using the staff members name and date that information will repeat on each page in the footer. 

· The remaining sections include:

1) Performance Objectives - Use this worksheet to record your individual objectives, work priorities, desired results and measures created during the Planning Phase.  The ‘table format’ provided in this section allows you to copy or delete boxes based on the number of objectives being developed.  The boxes will automatically expand when you type into them.

2) Self Assessment - completed by the employee at the end of the annual review period.  

3) Performance Evaluation – completed by the supervisor at the end of the annual review period.


	Planning:

Development of Performance Objectives
	Employee Signature:
	
	Date:
	

	
	Supervisor Signature:
	
	Date:
	




	Interim Review:
	Employee Signature:
	
	Date:
	

	
	Supervisor Signature:
	
	Date:
	




	Performance Evaluation 

Final Review:
	Employee Signature: (your signature acknowledges the appraisal was discussed with you)
	
	Date:
	

	
	Supervisor Signature:
	
	Date:
	





1) Performance Objectives - Individual objectives should specify the action to be taken and the desired outcome, completion date and measure of success.  Comments should be limited to two or three concise sentences.  Each employee is expected to work on no more than three to five objectives. Supervisory/managerial, executive staff should focus on strategic objectives while administrative and technical staff should focus on operational objectives.

	PLANNING

	1 - Objective/Desired Results
	

	Anticipated Completion Date
	

	Measure of Results
	

	INTERIM REVIEW

	Current Status/Progress
	

	Adjustments and Rationale, Next Steps, Resources Required
	

	FINAL REVIEW

	Outcome/Results
	



	PLANNING

	2 - Objective/Desired Results
	

	Anticipated Completion Date
	

	Measure of Results
	

	INTERIM REVIEW

	Current Status/Progress
	

	Adjustments and Rationale, Next Steps, Resources Required
	

	FINAL REVIEW

	Outcome/Results
	





	PLANNING

	3 - Objective/Desired Results
	

	Anticipated Completion Date
	

	Measure of Results
	

	INTERIM REVIEW

	Current Status/Progress
	

	Adjustments and Rationale, Next Steps, Resources Required
	

	FINAL REVIEW

	Outcome/Results
	




	PLANNING

	4 - Objective/Desired Results
	

	Anticipated Completion Date
	

	Measure of Results
	

	INTERIM REVIEW

	Current Status/Progress
	

	Adjustments and Rationale, Next Steps, Resources Required
	

	FINAL REVIEW

	Outcome/Results
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2) The Employee Self-Assessment – this section is completed prior to the final annual performance review meeting and comments should be limited to two or three concise sentences.

	1. Describe significant accomplishments that you would like to have considered for the current performance review period that are not already part of your personal objectives/work priorities or core performance objectives.

	

	2. Describe areas of your job in which you have grown significantly, made progress on past challenges and/or have been able to use new learning’s for professional growth.

	

	3. What area(s) of your performance do you want to improve and what resources do you need to accomplish it?

	







3) The Performance Evaluation – completed by supervisor as part of the final annual performance review. 

 Performance factors are rated at one of the four performance levels:
4   Exceeds Expectations – Performance exceeds requirements of the performance factor in all key areas.  Performance at this level demonstrates a degree of accomplishment that goes beyond reasonable and demanding standards.
3   Achieves Expectations – Performance at this level demonstrates a degree of accomplishment that clearly fulfills the expectations of the performance factor.  It reflects good, solid and consistent performance that is clearly dependable.
2   Needs Improvement – Performance at this level is inconsistent with expectations and requirements of the performance factors are frequently not met in several areas.
1   Fails to Meet Expectations – Performance at this level is consistently below expectations of the performance factor.  Individual performance fails to meet requirements in most, if not all, areas.


Instructions - Evaluate the employee’s performance on each of the six performance factors listed on the following pages.  Read the attribute statements associated with the performance factor carefully before making your assessment.  Assign the appropriate performance rating level (4 to 1) to the performance factor (rating may be carried to one decimal, if desired).  Refer to the performance level descriptions above as a guide to your assessment/rating.  In the comments section, provide narrative describing aspects of the employee’s performance that is noteworthy or that may require special attention.


	Core Performance Factor
	Rating
	Comments

	
1. Customer Focus
· Consistently maintains a focus on providing customers the highest quality product or service possible
· Builds lasting positive customer relations through responsive, courteous, considerate actions
· Is viewed as a trusted advisor by internal customers
· Contributes to a lasting positive impression/image with customers
	
	

	
	
	

	
2. Business/Technical Proficiency and Professionalism
· Demonstrates mastery in one or more functional areas under his/her oversight or responsibility
· Demonstrates strong problem solving abilities; makes sound informed decisions; exercises good judgment
· Demonstrates excellence in factors such as accuracy, completeness, and follow-through on work

	
	

	
	
	




	Core Performance Factor
	Rating
	Comments

	
3. Teamwork/Collaboration
· Works effectively with colleagues at various levels to solve problems, improve work processes, or accomplish specific tasks
· Encourages teamwork and a spirit of community
· Encourages open exchange of ideas and opinions
	
	

	
	
	

	
4. Communications
· Expresses ideas clearly and effectively in oral and written presentations; listens and interacts with others in an effective, helpful and informative manner
	
	

	
	
	

	
5. Initiative/Innovation
· Demonstrates self-starting ability, resourcefulness, and creativity 
· Introduces new concepts and processes using independent and original thought, ingenuity
· Demonstrates understanding of business trends impacting the organization/business unit/departmental unit
· Initiates action to continuously improve core business processes, control costs, and effectively utilize resources
	
	

	
	
	

	
6. Leadership
· Influences others to achieve department/unit and organizational goals, and promotes ethical behavior 
· Encourages others to excel; sets clear standards of performance; effectively engages in performance management providing/receiving constructive feedback, coaching and mentoring
· Enables and empowers staff; gives staff discretion in making decisions; creates a climate of trust
· Demonstrates leadership credibility; leads by serving others; perseveres through challenges; assumes accountability for results; takes responsibility for failures and shares all successes.
	
	

	
	
	





	7. 
Achievement of Performance Objectives
	Rating
	Comments

	· Performance objectives are rated at one of the four performance levels:
4  Exceeds Expectations – Performance management at this level signifies achievement of objectives beyond indicated outcomes within the time frame specified and with measurable results
3  Meets Expectations – Performance at this level indicates achievement of objectives and desired outcomes within the time frame specified and with measurable results
2  Needs Improvement – Performance at this level indicates the individual did not consistently achieve all objectives and desired outcomes within the time frame specified and with measurable results.
1  Unacceptable – Failed to accomplish most, if not all, objectives
	
	

	
	
	




	Reviewer’s Overall Evaluation Comments and Rating 

	Comments
	Overall Rating
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