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Performance Appraisal Form 

TYPE OF REVIEW :   ANNUAL   PERIODIC   

I .   EMPLOYEE INFORMATION                                                                              
NA ME  ( F i r s t  na me ,  M I ,  L a s t  n a me )  P E RS ON NE L #  JOB  GRA DE  DA T E  IN  JOB  

 
 

 
 

 
 

 
 

B US INE S S  UN IT / DE P A RT ME N T  

 
 

P OS IT ION  W ORK IN G T IT L E  P E R F OR MA NCE  P E R IO D  

 B E G I N N I N G  D A T E  E N D I N G  D A T E  

 
 

 
 

 
 

I I .  C O R E  V AL U E S :   U NMC  h a s  em br ac ed  th e  f o l l o w i n g  se t  o f  co r e  va lu e s .   Th e  d em on s t r a t i on  o f  t h es e  

va l ue s  se t s  t h e  s ta nd a rd  f o r  h o w we  d e a l  w i t h  c us to me rs  an d  h o w we  t r e a t  e ac h  o th e r .   

VALUES CUSTOMIZED VALUES  (Opt iona l )  

Accountabi l i t y :  Accepts  respons ib i l i ty  for  own act ions 

and dec is ions.   Demonst rates commitment  to  
accompl ish work in  an eth ica l ,  e f f ic ient ,  and cost -
ef fect ive  manner.   
 .  

 

Adaptabi l i t y:   Adjusts  p lanned work load by gather ing 

re levan t  in format ion  and  applying c r i t ica l  th ink ing to  
address mul t ip le  demands,  complet ing pr ior i t ies  in  a  
changing envi ronment .  

 

Communication :   Ef fect ive ly conveys in format ion and 

expresses thoughts  and facts .   Demonstra tes the  
ef fect ive  use of  l is ten ing  sk i l ls ,  and d isp lays openness 
to  o ther  people ’s  ideas and thoughts .  

 

Customer/Qual i t y Focus :   Ant ic ipates,  moni tors ,  and 

meets  the needs of  customers,  as wel l  as  responds to  
them in  an appropr ia te manner.   Demonst rates a 
personal  commitment  to  ident i fy customers ’  apparent  
and under ly ing needs.  Cont inual ly seeks to  provide the 
h ighest  qual i t y service and product  to  a l l  customers.  

 

Inclusiveness :   F o s t e r s  r es pe c t  f o r  a l l  i n d i v i dua l s  

a n d  t he i r  po in t s  o f  v i ew .   I n te r ac t s  a pp r op r i a te l y  
w i t h  a l l  me mb e rs  o f  t he  c amp us  c om mu n i t y  ( t o  
i nc l u d e  - c am pu s  v i s i t o r s ,  b us in ess  an d  co mmun i t y  
p a r tn e r s )  w i t h ou t  r eg a rd  t o  i n d i v i du a l  
c ha r ac te r i s t i c s .   D e mon s t r a tes  a  pe r so na l  
c om mi tm en t  t o  c r e a t e  a  h os p i t a b l e  a nd  we l c om i n g  
e n v i ro nm en t .  

 

Occupat ional  Knowledge/Technology Orientat ion :   

Demonstrates the  appropr ia te leve l  o f  p rof ic iency in  
the pr inc ip les and pract i ces of  one’s  f ie ld  or  
profess ion.   Demonst ra tes a commitment  to  cont inuous 
improvement ,  to  inc lude understanding and appl i cat ion 
of  technology (hardware ,  sof tware ,  equipment  and 
processes) .  

 

Team Focus:   W orks cooperat i ve ly  and ef fect i ve ly 

wi th  others  to  achieve common goals .   Par t ic ipa tes in  
bu i ld ing a group iden t i t y  character i zed by pr ide ,  t rust  
and commitment .  

 

Leadership :   C o m m un ica t es  t h e  U n i ve rs i t y ’ s  v i s i o n  

i n  wa ys  t ha t  g a i n  t he  su p po r t  o f  o t h e r s .   Me n to r s ,  
m o t i va tes  an d  g u i de s  o t h e rs  t o wa r d  g oa l s .     
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I I I .   PERFORMANCE EXPECTATION, RESULTS AND DEVELOPMENT 

1. ACCOUNTABILITY:  WEIGHT:  % 

 DUTIES:  

  
 

 EMPLOYEE SELF EVALUATION: 
 
 
 
 

 

RATING:   

 MANAGER EVALUATION (Include the values, quality and compliance demonstrated or not demonstrated)   

 
 
 
 

RATING:   

WEIGHTED 
RATING:   

  

2. ACCOUNTABILITY:  WEIGHT:  % 

 DUTIES:  

  
 

 EMPLOYEE SELF EVALUATION: 
 
 
 
 

 

RATING:   

 MANAGER EVALUATION (Include the values, quality and compliance demonstrated or not demonstrated)   

 
 
 
 

RATING:   

WEIGHTED 
RATING: 

  

3. ACCOUNTABILITY:  WEIGHT:  % 

 DUTIES:  

  
 

 EMPLOYEE SELF EVALUATION: 
 

RATING:   
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 MANAGER EVALUATION (Include the values, quality and compliance demonstrated or not demonstrated)   

 
 
 
 

RATING:   

WEIGHTED 
RATING: 

  

4. ACCOUNTABILITY:  WEIGHT:  % 

 DUTIES:  

  
 

 EMPLOYEE SELF EVALUATION: 
 
 
 
 

 

RATING:   

 MANAGER EVALUATION (Include the values, quality and compliance demonstrated or not demonstrated)   

 
 
 
 

RATING:   
 

WEIGHTED 
RATING: 

  

5. ACCOUNTABILITY:  WEIGHT:  % 

 DUTIES:  

  
 

 EMPLOYEE SELF EVALUATION: 
 
 
 
 

 

RATING:   

 MANAGER EVALUATION (Include the values, quality and compliance demonstrated or not demonstrated)   

 
 
 
 

RATING: 

WEIGHTED 
RATING: 
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6. ACCOUNTABILITY:  WEIGHT:  % 

 DUTIES:  

  
 

 EMPLOYEE SELF EVALUATION: 
 
 
 
 

 

RATING:   

 MANAGER EVALUATION (Include the values, quality and compliance demonstrated or not demonstrated)   

 
 
 
 

RATING: 

WEIGHTED 
RATING: 

  

7. ACCOUNTABILITY:  WEIGHT:  % 

 DUTIES:  

  
 

 EMPLOYEE SELF EVALUATION: 
 
 
 
 

 

RATING:   

 MANAGER EVALUATION (Include the values, quality and compliance demonstrated or not demonstrated)   

 
 
 
 

RATING: 

WEIGHTED 
RATING: 
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IV.  OVERALL RATING 

Please indicate the overall weighted rat ing in the space provided below.  

RATING EXPLANATION 

 5 EXCEEDS EXPECTATIONS Clear ly exceeds expecta t ions on a cons is tent  
bas is .  

 3.6-4.9 MEETS EXPECTATIONS AND 
EXCEEDS AT TIMES 

Consis tent l y meets  a l l  expectat ions and  at  
t imes exceeds severa l .  

 3-3.5 MEETS EXPECTATIONS /  TOO 
SOON TO EVALUATE 

Ful ly and  cons is tent ly  meets  expectat ions.  

 2-2.9 DOES NOT FULLY MEET 
EXPECTATIONS, ATTENTION 
REQUIRED 

Does not  fu l l y meet  cer ta in  expectat ions.  
Developmenta l  ac t ion requi red.  

 1-1.9 IMMEDIATE IMPROVEMENT 
REQUIRED 

Fai ls  to  meet  key expectat ions.   Immediate 
improvement  requi red.  

 OVERALL RATING  

V.  SUMMARY COMMENTS  (Summarize overal l  rat ing -  opt ional)  

 

 

REVIEWER’S SIGNATURE:  

 
 
 

I  have reviewed and d iscussed 
th is  performance appraisal  form  
with the employee.  

DATE 
DELIVERED:  
 

VI.  NEXT LEVEL MANAGER COMMENTS:   

 

 

 

 

SIGNATURE 

 
 
 

I  have reviewed and agree 
with the contents of  this 
performance appraisal form.  

DATE: 

VII.   EMPLOYEE’S COMMENTS :  

The employee may comment here on any aspects of  th is  performance appraisal  or  coaching 
d iscuss ion.  I f  more room is required,  p lease attach an addit ional comment sheet .   

 

 

 

 

 

EMPLOYEE’S SIGNATURE:  My signature does not necessarily mean that I  am in full  agreement 
with the contents of this performance appraisal  form. 

 
 
 

The contents of  this 
performance appraisal form 
have been reviewed and 
discussed with me.  

DATE: 
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