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EVALUATION STAGE ACKNOWLEDGEMENT SIGNATURES
 
Rating Officer (supervisor) ______________________________
 
Reviewer   _________________________________________
Rater is the supervisor conducting the performance planning and evaluation.  The Reviewer is the supervisor of the Rater.
 
PLANNING STAGE ACKNOWLEDGEMENT SIGNATURES
  
Rating Officer (supervisor)         
 
The position description                                            reviewed. 
 
Reviewer (optional)
 
Employee
 Signature of the employee indicates the planning stage and position description 
                              were reviewed with the employee.
Rater is the supervisor conducting the performance planning and evaluation.  The Reviewer is the supervisor of the Rater.
Temporary Staff Performance Management Planning and Evaluation Form 
This form is to be completed by time-limited and temporary grant staff employees only. For assistance with this form or its contents, visit our Performance Management webpage.
HR USE ONLY 
DO NOT WRITE IN THIS SECTION
Rating:  ______________________
Review Date:  _________________
CUBS Entry Date: ______________
NRD: ________________________
 
Employee   _______________________________________        
 My signature indicates that I was given the opportunity to discuss this official 
     performance review with my supervisor, not that I necessarily agree. 
 OVERALL EVALUATION RESULTS
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* Note:  If an overall 'Unsuccessful Performance' rating is selected, a performance improvement plan is required.  Discuss any 'Unsuccessful Performance' rating with Faculty and Staff Relations. 
 PROJECT OBJECTIVES
The section outlines project objectives and deliverables based on project or grant work for which the temporary employee was hired. The supervisor should provide a statement outlining the objective(s) project or grant work and should include descriptive information about the rater's performance expectations within the objective and success criteria box below. Information on the temporary employee's day-to-day activities should not be included in this section, but rather the “job functions” section of the document. The temporary employee's performance as it relates to each objective shall be detailed in the `Actual performance' box and rated during the performance evaluation. 
 
*Please note:  You may attach additional project objectives and success criteria for planning and evaluation as a separate Word document.  
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JOB DUTIES
The job duties listed in this section should correspond with the temporary employee's position description and relate to what the temporary employee is expected to perform. NOTE: Job duties listed below focus on the temporary employee's day-to-day activities that support the department's annual objectives. A temporary employee is required to successfully perform all job duties listed on the position description form.  
 
During the evaluation stage, select the performance level from the drop down box provided that you believe most accurately reflects the temporary employee's performance during the evaluation period. If the temporary employee has consistently demonstrated full achievement in all job functions detailed below, a rating of “successful” should be provided by the rater. There are six performance rating levels available to align actual performance of the temporary employee to the appropriate rating. For rating level definitions and further clarification, click here.
Click the link for definitions of performance levels.
*Please note:  You may attach additional job duties and success criteria for planning and evaluation as a separate Word document.
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COMPETENCIES
 
As part of the performance evaluation process, temporary employees must be rated on competencies.  A temporary employee is required to successfully perform all competencies selected on the position description form, however, during the planning phase, a supervisor may choose one to three competencies to focus on for the performance period. This section should emphasize those characteristics that are important to success in performing the job functions and objectives included in the planning stage. All supervisors are to be rated on the competency of "Supervision and Management."  The 1-3 competencies for planning and evaluation will be selected from the list provided.  To review all competencies and their definitions, click here.
Click the link for a list of competencies and their definitions.
Effectively shares/disseminates information; listens to others and incorporates/integrates information. Uses oral, written and interpersonal communication skills to achieve role objectives.
Competency definition: Effectively shares/disseminates information; listens to others and incorporates/integrates information. Uses oral, written and interpersonal communication skills to achieve role objectives.
Effectively and efficiently meets the needs of customers; delivers high quality service and makes customer service a priority by seeking ways to improve service through innovation.
Competency definition: Effectively and efficiently meets the needs of customers; delivers high quality service and makes customer service a priority by seeking ways to improve service through innovation.
Demonstrates the necessary knowledge to effectively perform job and ability to apply learning to job responsibility. Acquires new skills, knowledge and abilities as required by the job.
Competency definition: Demonstrates the necessary knowledge to effectively perform job and ability to apply learning to job responsibility. Acquires new skills, knowledge and abilities as required by the job.
Identifies problems, seeks solutions and effectively solves problems.
Competency definition: Identifies problems, seeks solutions and effectively solves problems.
 Works effectively and cooperatively with others to achieve organizational    goals. 
Competency definition: Works effectively and cooperatively with others to achieve organizational    goals. 
Works with minimal supervision and manages own time effectively.
Competency definition: Works with minimal supervision and manages own time effectively.
Structures and directs the work efforts of others. Coaches, develops and evaluates the performance of others. Promotes equal opportunity in areas such as hiring, promotion, or placement and demonstrates a level of personal and organizational commitment to equal opportunity. 
Competency definition: Structures and directs the work efforts of others. Coaches, develops and evaluates the performance of others. Promotes equal opportunity in areas such as hiring, promotion, or placement and demonstrates a level of personal and organizational commitment to equal opportunity. 
Can be relied upon to guide others to the accomplishment of objectives/responsibilities, to promote teamwork and to resolve problems.	

Competency definition: Can be relied upon to guide others to the accomplishment of objectives/responsibilities, to promote teamwork and to resolve problems.	
Able to make sound decisions and demonstrate decisiveness. 
Competency definition: Able to make sound decisions and demonstrate decisiveness.
Page  of 
COMPETENCIES
 
Based on the competencies selected, success criteria should be identified for each temporary employee during the planning stage. This section can also include personal and professional development opportunities. During the evaluation stage, select the performance level from the drop down box provided that you believe most accurately reflects the temporary employee's performance. In the performance/comments box, objectively describe the performance associated with the competency(-ies) selected.   
*Please note:  You may attach additional competencies and success criteria for planning and evaluation as a separate Word document.
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