Annual Performance Evaluation Form
Non-Probationary Classified Employees

To increase the number of boxes to match the number of core responsibilities, save the form to your desktop. You may then open it, unprotect document, copy and paste additional cells, then re-number the cells.  
	Employee Name:

     
	PeopleSoft ID#: 
     
                           Position #:       


	Department:

     
	Date prepared:

     


Core Responsibilities, Special Assignments & Departmental Values

	Core Responsibility
	Evaluation

	1
	
     FORMCHECKBOX 
 Contributor                FORMCHECKBOX 
 Extraordinary Contributor                FORMCHECKBOX 
 Below Contributor

	
	Positive Factors
	Areas For Improvement

	
	     
	     

	
	Additional Comments

	
	     

	2
	                 FORMCHECKBOX 
 Contributor                FORMCHECKBOX 
 Extraordinary Contributor               FORMCHECKBOX 
 Below Contributor

	
	Positive Factors
	Areas For Improvement

	
	     
	     

	
	Additional Comments

	
	     

	3
	
    FORMCHECKBOX 
 Contributor                FORMCHECKBOX 
 Extraordinary Contributor                FORMCHECKBOX 
 Below Contributor         

	
	Positive Factors
	Areas For Improvement

	
	     
	     

	
	Additional Comments

	
	     


	4
	
    FORMCHECKBOX 
 Contributor                FORMCHECKBOX 
 Extraordinary Contributor                FORMCHECKBOX 
 Below Contributor         

	
	Positive Factors
	Areas For Improvement

	
	     
	     

	
	Additional Comments

	
	     

	5
	
    FORMCHECKBOX 
 Contributor                FORMCHECKBOX 
 Extraordinary Contributor               FORMCHECKBOX 
 Below Contributor


	
	Positive Factors
	Areas For Improvement

	
	     
	     

	
	Additional Comments

	
	     


	6
	
    FORMCHECKBOX 
 Contributor                FORMCHECKBOX 
 Extraordinary Contributor               FORMCHECKBOX 
 Below Contributor

	
	Positive Factors
	Areas For Improvement

	
	     
	     

	
	Additional Comments

	
	     



Overriding Departmental Values
	Overriding

Departmental

Values
	
 FORMCHECKBOX 
 Contributor                FORMCHECKBOX 
 Extraordinary Contributor               FORMCHECKBOX 
 Below Contributor         

	
	Positive Factors
	Areas For Improvement

	
	     
	     

	
	Additional Comments

	
	     


Special Assignments and Rating
	Special Assignments
	
 FORMCHECKBOX 
 Contributor                FORMCHECKBOX 
 Extraordinary Contributor               FORMCHECKBOX 
 Below Contributor         

	
	Positive Factors
	Areas For Improvement

	
	     
	     

	
	Additional Comments

	
	     


Overall Results & Rating 

An employee must receive at least one ‘Notification of Extraordinary Contribution’ before the first workday in September in order to be eligible for an overall “Extraordinary Contributor” rating during the same performance cycle. However, receipt of such a notification does not guarantee an overall rating of ‘Extraordinary Contributor’.

An employee must receive at least one ‘Improvement Needed Notification Form’ before the first workday in September or Written Notice during the cycle in order to be eligible for an overall “Below Contributor” rating during the same performance cycle.  An employee who earns an overall rating of “Below Contributor” must be reviewed again within three months.

	
         FORMCHECKBOX 
 Contributor                FORMCHECKBOX 
 Extraordinary Contributor               FORMCHECKBOX 
 Below Contributor  
       


Signatures
	Supervisor’s Comments:

     


	Supervisor’s Signature:
	People Soft ID#

     
	Date:      

	Supervisor’s Name Printed:

     
	Position Number

     

	Reviewer’s Comments:

     

	Reviewer’s Signature:
	Date:       

	Reviewer’s Name Printed:

     
	Position Number

     

	Employee Comments:   (Please check the box below only if it applies)              

                                      ( I was not given an opportunity to provide a self-assessment

     

	Employee’s Signature:
	Date:      


	Employee’s Name Printed:

     
	People Soft ID#
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