
Quick Reference: 
Staff Performance Management – Completing the Evaluation Stage 

  

 
NOTE: This quick reference is for use with the NEW 2018 – 2019 Staff Performance 
Management Planning and Evaluation Form.  
 
 

General Information  
The performance evaluation is an annual requirement for university staff that occurs toward the end 
of the performance period. Your HR Service Team is available to assist you in completing the 
evaluation stage. Performance evaluations must be completed by the employee’s immediate 
supervisor (the rating officer). Performance evaluations may be completed up to 90 days prior to the 
end of the performance period. During this evaluation, the supervisor and the employee formally 
review the employee’s performance for the year. The Office of Human Resources expects 
communication and feedback to have been given throughout the performance period; therefore, 
both the employee and their supervisor should already know how the employee’s actual 
performance compares to the expectations set in the planning stage.  
 

Step I: Skip the first page and complete the sections that have orange instructional boxes. The 
sections marked with  in the example to the right should have been completed earlier in the 
performance period during the planning stage.  
Note: The size of the paragraph text box expands once all text is entered. Hover over each field for 
clarification on how to complete a specific action. 
 

Step II: Once the evaluation stage form is complete, return to the section in purple and complete 
the requested fields.  
 
The Office of Human Resources highly encourages supervisors to follow the performance 
management process with all time-limited (TLP) and temporary grant (TGP) employees as 
well. 
 
Evaluation Stage Acknowledgement Section 
Return to this portion and complete the requested fields once you have entered the evaluation 
stage information on the rest of the form. 
 

Note: The “Rating Officer” is the employee’s direct supervisor; the “Reviewing Officer” is the direct 
supervisor’s supervisor.  
 

The evaluation should occur at the end of the performance review period. This conversation between 
the supervisor and the employee should reflect on the year. It is important that the supervisor 
reviews the evaluation with the employee to ensure clear communication regarding performance for 
the review year. Your HR Service Team is available to assist you in completing an evaluation. 
 
The rating officer and the reviewing officer should agree on the evaluation and sign the 
acknowledgement before the employee provides a final review of the evaluation and signs the 
acknowledgement. 
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Job Functions Section 
 
In the planning stage, supervisors and employees work together to provide information on job 
functions and success criteria for the year. During the evaluation stage, supervisors provide a 
review of the employee’s actual performance during the period of review. The state of SC requires 
an annual performance review for covered staff members.   
 

Job Duties: Performance Level 
 
For each job duty listed, select a performance level from the drop-down box in the upper right 
corner. Base this selection on the employee’s actual performance as it relates directly to the job 
duty and success criteria defined in the planning stage. The definitions for each rating can be 
found here. 
  

Job Duties: Actual Performance 
 
For each job duty listed, describe the employee’s actual performance as it relates directly to 
the job duty and success criteria defined in the planning stage. Success criteria defined in the 
planning stage should have included S.M.A.R.T. goals:  
S=Specific M=Measurable A=Attainable R=Relevant T=Time-Bound 
 
Important: Prior to completing this portion of the evaluation, the supervisor should discuss the 
employee’s actual performance with them in order to gain clear insight on their level of 
achievement of the success criteria. It is highly encouraged that the supervisor also ask for input 
from those with whom the employee worked in the job duty and objective areas. 
 

Should be completed 
during planning stage. 

Should be completed 
during planning stage. 

https://media.clemson.edu/humanres/Performance_Levels.pdf
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Evaluation of Added Job Duties 
 
If you added additional job duties during the planning stage, select a performance level for each 
job duty and describe the employee’s actual performance as it relates to each additional job duty 
and its success criteria. 

Should be completed 
during planning stage. 

Should be completed 
during planning stage if 
an additional duty was 
added. 
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Competencies Section  
 

Effective 2015, all position descriptions for classified and unclassified FTE positions include specific 
competencies chosen from a list of nine competencies provided by the Office of Human Resources. 
Competencies define the behaviors or characteristics critical to the employee’s ability to perform 
the job.  
 

This section of the form emphasizes behaviors important to successful performance of the job 
functions and objectives detailed in the planning stage.  
 

All supervisors are to be rated on the competency "Supervision and Management."  
 

 

Competencies – Part I 
 

For each competency listed, select a performance level from the 
drop-down box in the upper right corner. Base this selection on the 
employee’s actual performance as it relates to the competency 
defined in the planning stage.  

Competencies – Part II 
 

For each competency listed, comment on the employee’s 
performance as it relates directly to the competency and its 
definition from the planning stage.  

Evaluation of Additional Competency 
 
If you added an additional competency during the planning stage, select a performance 
level and comment on the employee’s actual performance for the additional competency. 

Should be completed during planning stage. 

Should be completed during planning stage. 

Should be completed during planning stage. 
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ClemsonForward Section  
 

During the planning stage, you reviewed the university’s mission and the ClemsonForward 
strategic plan summary. During the evaluation stage, you will assess the employee’s 
performance as it relates to one or more strategic priorities in support of ClemsonForward. 
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Employee Objectives in Support of ClemsonForward Section 
 

During the planning stage, you identified strategic priorities that directly relate to the employee’s 
job and support ClemsonForward initiatives. 

 
During the evaluation stage, the supervisor (the rater) provides a review of the employee’s 
actual performance as it relates to the identified strategic priorities. 

Strategic Priority: Performance Level 
 

Select a performance level from the drop-down box in the upper right corner. Base this 
selection on the employee’s actual performance as it relates directly to the strategic priority and its 
success criteria defined in the planning stage. 

Strategic Priority: Actual Performance 
 

Describe the employee’s actual performance as it relates to the strategic priority and its success 
criteria defined in the planning stage. Provide evaluation based on S.M.A.R.T. goals: 
S=Specific M=Measurable A=Attainable R=Relevant T=Time-Bound 
 

Evaluation of Additional Strategic Priority 
 
If you added an additional strategic priority in the planning stage, select a performance level and 
describe the employee’s actual performance as it relates to the additional strategic priority and its 
success criteria. 

Should be completed during planning stage. 

Should be completed during planning stage. 

Should be completed 
during planning stage. 

Should be completed 
during planning stage. 
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Overall Evaluation Results Section 
 

Select an overall evaluation result. Select the result that best indicates the employee’s overall  
performance throughout the review year based on the expectations defined in the planning stage.  
Definitions of each evaluation result can be found here. 
 
 

Now that you have completed this section, return to the first  
page of the form to complete the Evaluation Stage  
Acknowledgement Section.   

Enter Summary and Comments 
 
During the evaluation stage, the supervisor and the employee work together to review and 
summarize the employee’s major accomplishments, areas needing improvement, and next steps to 
improve performance. This is an opportunity to provide an overview of the employee’s performance 
as it relates to all elements of the evaluation form for the year in review and to focus the employee 
on improvement areas for the next review year. 

Additional Objective: Performance Level 
 
Select a performance level from the drop-down box in the upper right corner. Base this selection 
on the employee’s actual performance as it relates to the additional objective and its success criteria 
defined in the planning stage. 
 

Additional Objective: Actual Performance 
 
Describe the employee’s actual performance as it relates to the additional objective and its success 
criteria defined in the planning stage. Provide your evaluation using S.M.A.R.T. goals:  
S=Specific M=Measurable A=Attainable R=Relevant T=Time-Bound 

Additional Objectives Section 
 

This optional section is for additional objectives set by the supervisor and the employee. Additional 
objectives can relate to performance improvement, professional development, support of 
ClemsonForward or support of a departmental objective. 
 

Should be completed during 
planning stage if an additional 
objective was added. 

https://media.clemson.edu/humanres/Performance_Levels.pdf

