ADMINISTRATIVE STAFF PERFORMANCE EVALUATION

OREGON INSTITUTE OF TECHNOLOGY

ANNUAL EVALUATION DEADLINE IS NOVEMBER 1
PLEASE PRINT OR TYPE

Employee Name ___________________________________________________
Date _________________________

Department _______________________________________________________
Position ______________________

All OIT Administrative Staff employees shall be evaluated annually. More frequent evaluations may be completed at the Supervisor’s discretion. An Administrative Staff employee’s annual evaluation should occur between June 1 and November 1 each year.

Employees shall be rated using whole numbers only ranging from “1” to “9” where the following conditions apply:

1. A rating of “1”, “2” or “3” denotes an employee who is Deficient in Meeting Some or All Performance Expectations. Unsatisfactory or deficient performance should be explained on the evaluation form.  A development plan for changing unsatisfactory performance to satisfactory performance shall be included and interim evaluations shall be conducted.

2. A rating of “4”, “5” or “6” denotes an employee who is Meeting the Performance Expectations. 

3. A rating of “7”, “8” or “9” denotes an employee who Consistently Exceeds Many or All Performance Expectations. 
PART I

Administrative Staff shall be evaluated primarily on how well they fulfill the duties set forth in their job description. A copy of the job description should be attached to the evaluation form and must be reviewed with the employee at the start of the evaluation period. The score received in Part I should be the primary number used in calculating a salary increase.


Evaluation of Performance Based on Job Description
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Describe:

PART II

Supervisors shall rate the employee’s performance in fulfilling specific goals and objectives established in the employee’s prior evaluation.  If the employee has not had a previous evaluation in the current position, then the Supervisor should use the goals and objectives identified when the employee began service. Goals and objectives met or unmet, as well as any barriers to completion, should be identified.  Flexibility in the evaluation process must be maintained as higher priority work may interfere with accomplishment of these goals or objectives. 


Fulfillment of Specific Goals and Objectives
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Describe:

PART III   (OPTIONAL)
Supervisors may rate the employee’s performance in consideration of other factors that are important to the individual department. Additional factors must be identified in the spaces provided. These rating factors are subjective but provide maximum flexibility for each department to evaluate areas of service that are important to them. The employee does not have to present service in all categories.


Additional Factors (please list all that apply)


1. OIT Committee/Project Service
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2. Community Service
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3. Professional Society Service or Participation
1
2
3
4
5
6
7
8
9
NA


4. Peer/Subordinate/Student Evaluations
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5. Timely Completion of Subordinate Reviews
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Additional Rating Factors (please list):


6. ___________________________________
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7. ___________________________________
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8. ___________________________________
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Average Score for all Factors in Part 3
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Comments:

PART IV

The Final Rating Score is not intended to be an average of Parts I, II, and III, because some departments may value certain evaluation factors more than others. The Final Rating Score is a reflection of overall performance and is determined at the discretion of the Supervisor.

The Final Rating Score shall be used to calculate performance-based salary increases. Available salary increase money should be distributed at an equal percentage to all employees who receive a Final Rating Score of “5” or above. Any available remaining monies should be distributed at an equal percentage to all employees who receive a Final Rating Score of “7” or above.

Final Rating Score
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PART V.
A.  It is expected that the supervisor and the employee will work together to establish new or additional specific Goals and Objectives.  These goals should be within the realm of the employee’s responsibility and should be of limited duration and scope. 

B.  A Professional Development Plan may be established beyond the Goals and Objectives, such as training experiences or required degree completion programs.

C.  A Specific Development Plan, including a time frame for a follow-up evaluation, shall be designed to resolve Identified Deficiency Area(s) for any evaluation factor in Parts I, II, and/or III rated “3” or below.

A.  Goals and Objectives for the Coming Year

B.  Specific Professional Development Plan

C.  Specific Development Plan for Identified Deficiency Area(s) (any evaluation factor that was rated “3” or below):

PART VI

Signatures and Comments

Employee:  __________________________________________________________________
Date __________________

(Signature is required only to indicate that the employee has read the performance evaluation.)

Supervisor: __________________________________________________________________
Date __________________

Supervisor Comments: ______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

Employee Comments:

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

Date of Next Performance Evaluation: ____________________________________________________________________
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