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	Performance Planning and Evaluation Form


	Staff Member’s Name:
	Social Security Number:
	Review Period:


	      
	     
	From       To      

	 Position Title:
	Employment Date:
	Review type and date:

 FORMCHECKBOX 
 Self-Review – Date:      
 FORMCHECKBOX 
 Final Annual Review – Date:      
 FORMCHECKBOX 
 90-Day Introductory Review – Date:      
 FORMCHECKBOX 
 Other – Date:      

	     
	     
	

	Department:
	Time in Current Position:
	

	     
	      Yrs.       Mos.
	

	Division:
	Supervisor Name:
	Supervisor Title:

	     
	     
	     


Spelman College, a historically Black college and a global leader in the education of women of African descent, is dedicated to academic excellence in the liberal arts and sciences and the intellectual, creative, ethical, and leadership development of its students. Spelman empowers the whole person to engage the many cultures of the world and inspires a commitment to positive social change.

STANDARDS OF EXCELLENCE

The Spelman Way:  Nothing Less than the Best


Civility


Commitment



Consistency

CIVILITY – Interacting with integrity in a manner that is both respectful and courteous. 

This standard can be demonstrated through customer service, fulfilling your day-to-day responsibilities, and communication.

COMMITMENT – Executing my responsibilities with unwavering dedication to excellence and 

sustainability. 

 Employees may exhibit this standard through adherence to goals, special projects, meeting 
deadlines, and teamwork/collaboration.
CONSISTENCY– Always delivering quality outcomes in a reliable, timely, and positive manner.  

Consistency may be demonstrated through performance  on major job responsibilities and goals.

These values have been an existing part of what we are expected to do each day in the fulfillment of our various responsibilities.  However, the Standards of Excellence have been introduced as a framework to bring awareness to the campus community to embrace excellence on a daily basis through our display of civility, commitment, and consistency.  The Standards help faculty, staff and students understand and appreciate their own role, the role of others,  and  to express that each person is committed to and accountable for performing  her/his responsibilities with the highest degree of excellence consistently.  
Instructions

The Performance Planning and Evaluation Form will be used to document all relevant information regarding performance and development for the year. The form will be completed in two sections. The first section (shaded yellow) is completed at the beginning of the year or performance period, when expectations for job responsibilities and annual goals are set. 

At the end of the year or performance period, the second section of the form (shaded blue) will be completed. During this time, evaluations will be conducted to assess the achievement of job responsibilities, completion of annual goals, and demonstration of performance factors previously discussed at the beginning of the year or performance period. Evaluations of these three criteria will be captured on this form. 

This evaluation form is organized as follows:

Section 1 – Job Responsibilities

Section 2 – Annual Goals

Section 3 – A) Staff Performance Factors 

 B) Supervisor Performance Factors

Section 4 – Overall Evaluation

Section 5 – Staff Member Comments

Section 6 – Signatures

All sections must be completed. However, the Supervisor Performance Factors section is only required for staff members with supervisory responsibilities. The Staff Performance Factors section is required for all staff members.
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	Performance Planning and Evaluation Form


SECTION 1: Job Responsibilities

This section addresses performance as it relates to handling regular job responsibilities. Please complete the yellow section at the beginning of the year or performance period. The blue section will be completed during the performance evaluation discussion at the end of the year or performance review period. When possible, supervisor should provide examples in this section.

Spelman expects staff members to:

· Understand and perform all aspects of their job, as outlined in the job description

· Adhere to job, department, and College standards and practices

· Achieve expected levels of performance, productivity and results

Major Job Responsibilities 

	Describe major job responsibility
	Evaluation Level*

	1. (Complete at the beginning of the year or performance period for each major job responsibility) 

     
	 FORMCHECKBOX 
 S

	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	End of Year/Review Period Evaluation:

     


	Describe major job responsibility
	Evaluation Level*

	2. (Complete at the beginning of the year or performance period for each major job responsibility) 

     
	 FORMCHECKBOX 
 S

	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	End of Year/Review Period Evaluation:

     


	Describe major job responsibility
	Evaluation Level*

	3. (Complete at the beginning of the year or performance period for each major job responsibility) 

     
	 FORMCHECKBOX 
 S

	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	End of Year/Review Period Evaluation:

     


	Describe major job responsibility
	Evaluation Level*

	4. (Complete at the beginning of the year or performance period for each major job responsibility) 

     
	 FORMCHECKBOX 
 S

	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	End of Year/Review Period Evaluation:

     


	Describe major job responsibility
	Evaluation Level*

	5. (Complete at the beginning of the year or performance period for each major job responsibility) 

     
	 FORMCHECKBOX 
 S

	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	End of Year/Review Period Evaluation:

     


Additional Job Responsibilities 

	Additional responsibilities and expectations
	Evaluation Level

	1.
     
	 FORMCHECKBOX 
 S

	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	End of Year/Review Period Evaluation:
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	Performance Planning and Evaluation Form


SECTION 2: Annual Goals

This section addresses the achievement of annual goals. Please complete the yellow section at the beginning of the year. The blue section will be completed during the performance evaluation discussion at the end of the year. Summarize goal achievement below.

Goal 1

	Your Goal
	Related Departmental Goal

	     
	     

	What is the deadline for completion?
	Resources Needed
	How will you know you achieved your goal?

	     
	     
	     

	Describe Goal Performance
	Evaluation Level*

	Describe performance relative to Goal #1

     
	 FORMCHECKBOX 
 S

	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI


Goal 2

	Your Goal
	Related Departmental Goal

	     
	     

	What is the deadline for completion?
	Resources Needed
	How will you know you achieved your goal?

	     
	     
	     

	Describe Goal Performance
	Evaluation Level

	Describe performance relative to Goal #2

     
	 FORMCHECKBOX 
 S

	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI


Goal 3

	Your Goal
	Related Departmental Goal

	     
	     

	What is the deadline for completion?
	Resources Needed
	How will you know you achieved your goal?

	     
	     
	     

	Describe Goal Performance
	Evaluation Level

	Describe performance relative to Goal #3

     
	 FORMCHECKBOX 
 S

	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI
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	Performance Planning and Evaluation Form


Goal 4

	Your Goal
	Related Departmental Goal

	     
	     

	What is the deadline for completion?
	Resources Needed
	How will you know you achieved your goal?

	     
	     
	     

	Describe Goal Performance
	Evaluation Level*

	Describe performance relative to Goal #4

     
	 FORMCHECKBOX 
 S

	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI


Goal 5

	Your Goal
	Related Departmental Goal

	     
	     

	What is the deadline for completion?
	Resources Needed
	How will you know you achieved your goal?

	     
	     
	     

	Describe Goal Performance
	Evaluation Level

	Describe performance relative to Goal #5

     
	 FORMCHECKBOX 
 S

	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI
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	Performance Planning and Evaluation Form


SECTION 3A: Staff Performance Factors
(For all Spelman non-faculty staff members)
	Staff Performance Factors
	Evaluation Level*

	Customer Service
	Focuses efforts on discovering and meeting customer stated or unstated needs or expectations. 

· Meets the needs of customers (e.g., students, faculty, parents, alumnae, visitors) within the appropriate boundaries

· Develops an understanding of customer needs and uses experience and judgment to develop the most appropriate way to meet their needs

· Anticipates the needs of others whenever possible

· Responds to issues with a solution or commitment to continued follow-up
	 FORMCHECKBOX 
 S

	
	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	Attendance/

Punctuality
	Meets expectations of attendance and punctuality.

· Arrives to work on time every day

· Attends scheduled meetings in a timely manner

· Advises others if he/she will be delayed and provides acceptable reasons for delay

· Encourages others to make attendance and punctuality a focus of day-to-day work and responsibilities
	 FORMCHECKBOX 
 S

	
	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	Communication
	Demonstrates effective oral and written communication skills. 

· Communicates in a way that is non-threatening and is understood by others

· Shares relevant information about aspects of a project/program in a timely and effective manner

· Tailors the style and language of documents and oral communication to address the needs and expectations of the anticipated audience

· Organizes information into a concise, logical presentation appropriate for the intended audience and conveys information clearly
	 FORMCHECKBOX 
 S

	
	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	Teamwork/ Collaboration
	Works effectively with others to accomplish specific tasks, projects or initiatives.
· Partners with others to meet department and organizational needs and to resolve resource problems 

· Utilizes appropriate contacts and resources within Spelman to assist in completing difficult tasks or expediting requests

· Creates a positive work environment by providing and seeking feedback from others and encouraging teamwork 

· Works to understand other individual’s points of views or opinions

· Is flexible to team needs, adjusts personal working style to support and collaborate with other team members 

· Seizes opportunities to help others accomplish assignments
	 FORMCHECKBOX 
 S

	
	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	Productivity
	Delivers high quality and accurate work.

· Delivers appropriate quantity of work, as directed by supervisor and department needs 

· Is meticulous in the details of their work, double-checks it to ensure accuracy and overall efficiency of work 

· Manages multiple tasks or projects while producing quality work, meeting expectations, and accomplishing personal and team deadlines

· Identifies ways to improve the efficiencies and quality of one’s own work

· Solves problems creatively and efficiently
	 FORMCHECKBOX 
 S

	
	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	Describe demonstration of Staff Performance Factors providing examples and specific details whenever possible
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	Performance Planning and Evaluation Form


SECTION 3B: Supervisor Performance Factors
(For supervisors and managers of regular Spelman employees only)
	Supervisor Performance Factors
	Evaluation Level*

	Leadership
	Demonstrates effective leadership abilities and qualities. 

· Acts as a role model for others to follow and exemplify Spelman ALIVE and its core values and ethics

· Is accountable for his/her own personal performance as well as the performance of their area and staff members 

· Builds a supportive team environment, team identity and commitment

· Identifies and seizes opportunities to enhance team efficiencies and performance

· Aligns team’s mission, goals and objectives to ensure business success
	 FORMCHECKBOX 
 S

	
	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	Developing Self and Others
	Fosters the development of self and others with a focus toward improving performance.

· Maintains and develops knowledge and expertise pertinent to own area and role 

· Inspires, challenges and motivates others to excel

· Mentors and coaches others to enhance their knowledge and improve their overall performance

· Establishes challenging performance goals and expectations based on an understanding of individual/team strengths and development opportunities 

· Creates effective development plans, and provides the information, resources and support necessary for success

· Holds individuals and teams accountable for meeting commitments and performance objectives
	 FORMCHECKBOX 
 S

	
	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	Planning and Organization
	Prioritizes and organizes actions, resources and individuals to achieve a targeted goal. 

· Establishes challenging goals and effective plans for the individual, team or department

· Coordinates and mobilizes resources (e.g., materials, time, etc.) appropriately to deliver high quality results on individual and departmental projects 

· Anticipates issues and potential opportunities and develops plans to address them 

· Manages multiple projects while producing quality work, meeting expectations, and accomplishing personal and team deadlines
	 FORMCHECKBOX 
 S

	
	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	Initiative
	Takes action in new or unusual ways with a focus toward enhancing results. 

· Proactively identifies team or customer issues and works to resolve them in a timely manner 

· Identifies opportunities to make processes better and leads improvement efforts

· Seeks opportunities, which may fall outside typical job requirements, to contribute to institution objectives and success

· Takes action to expand overall knowledge and experience within the College

· Introduces new ideas as appropriate across the College
	 FORMCHECKBOX 
 S

	
	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	Decision Making
	Makes decisions that achieve optimal results. 

· Confidently makes effective and timely decisions that advance institution objectives and supports Spelman’s values and ethics

· Anchors all decisions in what is best for Spelman students, faculty and staff

· Involves all appropriate stakeholders in making decisions 

· Identifies the core elements of an opportunity, issue or problem and develops and implements effective solutions
	 FORMCHECKBOX 
 S

	
	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI

	Describe demonstration of Supervisor Performance Factors providing examples and specific details whenever possible
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	Performance Planning and Evaluation Form


SECTION 4: Overall Evaluation: Supervisor to Complete

	Summarize the staff member’s performance, discussing areas of strength and areas for improvement. Provide examples to illustrate.

     



	Select the overall evaluation level that best describes the staff member’s overall performance:
	Evaluation Level*

	
	 FORMCHECKBOX 
 S

	
	 FORMCHECKBOX 
 O
	 FORMCHECKBOX 
 NI


SECTION 5: Staff Member Comments: Staff Member to Complete

	Staff member may comment on any aspect of the performance evaluation here. (This section is optional)
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	Performance Planning and Evaluation Form


SECTION 6: Signatures

The following signatures are required at the beginning of the year or performance review period:

	Job Responsibilities: I reviewed and understand the job responsibilities as discussed with my supervisor and stated on this

                                     form.

	Staff Member’s Signature: 
	
	Date: 
	

	Supervisor’s Signature:
	
	Date:
	


	Annual Goals: I reviewed and understand the annual goals as discussed with my supervisor and stated on this form.

	Staff Member’s Signature: 
	
	Date: 
	

	Supervisor’s Signature:
	
	Date:
	


The following *signatures are required at the end of the year or performance review period:

	Performance Evaluation: I have reviewed this performance evaluation and discussed the contents with my supervisor.

	Staff Member’s Signature: 
	
	Date: 
	

	Supervisor’s Signature:
	
	Date:
	


	Evaluation Conducted By: (Print Name)

     
	Title

     
	Date

     

	Signature:
	


	*Approval By (Vice President – Print Name)


	Title

     
	Date

     

	Signature:
	


	Human Resources: (Print Name)

     
	Title

     
	Date

     

	Signature:
	


* Vice President approval is only required for "needs improvement" or "outstanding" evaluation ratings.

	Evaluation Level

	Successful

	· Meets expectations, deadlines and quality expectations and may at times exceed job requirements 

· Possesses appropriate depth and breadth of job knowledge

· Demonstrates willingness and ability to accept change and incorporate change into own job

· Drives positive change within one’s functional area

· Perceived by peers, managers, students and other customers as collaborative, skilled and reliable

· Seeks training/educational opportunities with little or no prompting; applies knowledge gained to the job in appropriate ways

· Clearly and consistently demonstrates the mission and objectives of the College in his/her work

· Takes initiative without prompting

· Requires minimal supervision and works independently

· Consistently interacts effectively with peers and/or management

· Contributes to broader goals of the department, division and/or the College



	Outstanding
	Needs Improvement

	· Always exceeds job requirements, deadlines and quality expectations 

· Demonstrates exceptional depth and breadth of job knowledge highly recognized by others within the Spelman College community

· Is seen as a role model for other supervisors/staff members to emulate

· Is often sought out after as a mentor to others 

· Continuously demonstrates independent desire to learn new skills and tasks; resourcefully uses a variety of internal and external opportunities to learn; applies learning and concepts on the job in innovative ways

· Always takes the initiative in starting needed projects, addressing outstanding issues and accomplishing work in and outside of own area without prompting

· Perceived as exceptional by peers, management, students and other customers; relied on as the ‘go to’ person in the group/department

· Always contributes to broader goals of the department, division and/or College


	· Inconsistently demonstrates required job knowledge and may not meet all job requirements

· Work is regularly incomplete and/or does not meet the minimal standards for quantity or quality; often misses project deadlines 

· May resist change initiatives and demonstrates tendency to return to former approach

· May accept training or education for new skills or tasks only when strongly encouraged and/or prompted

· Takes little to no initiative, even with prompting

· Requires more than the expected level of supervision

· Inconsistent interactions with peers and/or management

· May not demonstrate the mission and objectives of the College in his/her work

· Performs at a level that warrants development of a performance improvement/coaching plan


*	Evaluation Levels: S = Successful, O = Outstanding, NI = Needs Improvement


*	Evaluation Levels: S = Successful, O = Outstanding, NI = Needs Improvement


*	Evaluation Levels: S = Successful, O = Outstanding, NI = Needs Improvement


*	Evaluation Levels: S = Successful, O = Outstanding, NI = Needs Improvement


*	Evaluation Levels: S = Successful, O = Outstanding, NI = Needs Improvement


*	Evaluation Levels: S = Successful, O = Outstanding, NI = Needs Improvement
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