UC Berkeley

Annual Performance Review                                                                    Supervisor/Manager
	Employee:
	Job Title:
	Unit:

	Department: (L4)

	Evaluation Period:
	From
	to
	Annual
	Other

	Appointment :
	Limited/Contract, end date:
	Career
	Probationary period ends:





Part I.  Last Period’s Job Results/Goals
Rate the accomplishment of each of the job performance goals/key responsibilities established at the beginning of the period and any new goals established during the review period. Note any modifications to the original goals.
Provide comments for each goal, supporting the planned conversation.

	Priority
	
	Rating

U-I-ME-EE-E
(use rating scale on p.1)

	
	Goal/Key Responsibility:
Measure of success:

Comments: 


	

	
	Goal/Key Responsibility:

Measure of success:

Comments: 


	

	
	Goal/Key Responsibility:

Measure of success:

Comments: 


	

	
	Goal/Key Responsibility:

Measure of success:

Comments: 


	

	
	Goal/Key Responsibility:

Measure of success:

Comments: 


	


	Describe how any of the Operating Principles were utilized in achieving a goal.
Note: This is for discussion purposes – not to be rated.

Operating Principles:  We include and excel, together – We imagine and innovate –  We simplify –  
We are accountable to each other –  We focus on service – http://OperatingPrinciples.berkeley.edu 


Part II.  Job Success Factors 
Rate each area.  Comments are needed for those areas where demonstrated performance is either above (E, EE) or below (U, I) expectations.
	A. KEY RESPONSIBILITIES SPECIFIC TO THIS JOB
	Rating

	1 Performs key responsibilities as articulated in the job description.

· (may give a global rating OR insert here essential functions as listed in the job description, include them by reference in an attached copy of the job description, or paraphrase from the job description)

Comments: 


	

	B. CORE COMPETENCIES
See the Competency Behavioral Anchors Matrix for assistance on rating competencies http://hrweb.berkeley.edu/files/attachments/behavioral-anchors-matrix-core-competencies.pdf

	

	1.  Inclusiveness

Shows respect for people and their differences; promotes fairness and equity; engages the talents, experiences, and capabilities of others; fosters a sense of belonging; works to understand the perspectives of others; and creates opportunities for access and success.

Comments: 


	

	2.  Managing people 

Coaches, evaluates, develops, inspires people; sets expectations, recognizes achievements, manages conflict, aligns performance goals with university goals, provides feedback, group leadership; delegates.

Comments: 


	

	3.  Stewardship
Demonstrates integrity, accountability and efficient stewardship of university resources in a manner consistent with UC policies including  UC Standards of Ethical Conduct and Safety Policies. 

Comments: 


	

	4.  Problem solving / Decision making

Problem solving - Identifies problems, involves others in seeking innovative, simple solutions, conducts appropriate analyses, searches for best solutions; responds quickly to new challenges. Decision making - Makes clear, consistent, transparent decisions; acts with integrity in all decision making; distinguishes relevant from irrelevant information and makes timely decisions.  
Comments: 


	

	5.  Strategic planning and organizing

Understands big picture and aligns priorities with broader goals, measures outcomes, uses feedback to change as needed, evaluates alternatives, solutions oriented, seeks alternatives and broad input; can see connections within complex issues. 
Comments: 


	


	B. CORE COMPETENCIES (continued)
See the Competency Behavioral Anchors Matrix for assistance on rating competencies http://hrweb.berkeley.edu/files/attachments/behavioral-anchors-matrix-core-competencies.pdf

	Rating

	6.  Communication

Connects with peers, subordinates and customers, actively listens, clearly and effectively shares information, demonstrates effective oral and written communication skills.
Comments: 


	

	7.  Quality improvement

Strives for efficient, effective, high quality performance in self and the unit; delivers timely and accurate results; resilient when responding to situations that are not going well; takes initiative to make improvements.
Comments: 


	

	8.  Leadership

Accepts responsibility for own work; develops trust and credibility; demonstrates honest and ethical behavior.
Comments: 


	

	9.  Teamwork

Cooperates and collaborates with colleagues as appropriate; works in partnership with others. 
Comments: 


	

	10.  Service focus
Values the importance of delivering high quality, innovative service to internal and external clients; understands the needs of the client; customer service focus.
Comments: 


	

	11.  Unit or department specific  or functional competencies (optional) 

Comments: 


	



	OVERALL RATING (based on Parts I and II)
Relative weights of job performance goals and job success factors are determined by the manager or supervisor.   Higher priority goals and/or higher impact competencies should be given greater consideration in determining overall rating.
	U
	I
	ME
	EE
	E


Signatures:

Employee:_____________________________________ Date: ________________________

My signature indicates that I have received a copy of this evaluation.  

___ I would like to include comments from my self-assessment.

Manager/supervisor:    Name:_____________________________

                       Signature: ____________________________ Date: ________________________


Department manager:    Name: ____________________________



          Signature: ____________________________  Date:  _______________________

The employee being reviewed is to receive a copy of the completed form

and one copy shall be placed in the personnel file.
This page intentionally left blank

Part III.  Next Steps

A. Next Period’s Goals/Key Responsibilities
Enter the performance goals for the next performance period to be reviewed. Individual goals and objectives should align with those of the department and the campus. Indicate the priority (i.e. High-Medium-Low) for each goal based on criticality to unit/department goals, organization mission, and/or customer need.

Priority

	
	Goal/Key Responsibility

Timeframe:

Measure of success:

Comments: 



	
	Goal/Key Responsibility

Timeframe:

Measure of success:

Comments: 



	
	Goal/Key Responsibility

Timeframe:

Measure of success:

Comments: 



	
	Goal/Key Responsibility

Timeframe:

Measure of success:

Comments: 



	
	Goal/Key Responsibility

Timeframe:

Measure of success:

Comments: 




Progress toward meeting these goals will be reviewed at the time of the next evaluation.

B. Development Discussion
Discuss development plans and summarize below.   Development  can be in the areas of:
· Performance improvement

· Performance enhancement

· Career development or professional growth
Development Plan for next evaluation period
	


Instructions:





Effective review of job performance is an on-going process.  Annually each manager or supervisor provides a summary of accomplishments compared to job goals and expectations. 





These forms have been approved for employees covered by the Personnel Policies for Staff Members (PPSM).  For represented employees, departments will want to use forms that have been approved by the respective bargaining units.


 


Part I – Goals from last year or last evaluation period


Rate the accomplishment of each of the goals established at the beginning of the period. Also include any new goals established during the performance period and note any modifications to the original goals.





Part II – Job Success Factors


These include key responsibilities and basic competencies. Rate each factor based on performance during the period identified above.  The factors include key responsibilities specific to this position (Part II-A), and competencies common to the campus professional job standards (Part II-B).





Overall Rating (based on parts I and II)





Part III – Next Steps*


Goals for the upcoming evaluation period


Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align with those of the department and the campus.  


Development Planning 


Discuss development goals and activities, and summarize the discussion.





*Next Steps A & B can be done as part of the review process, or later as a separate conversation.











Rating Scale for Parts I and II (Job Results/Goals and Job Success Factors)* 





Level 5 (E)	Exceptional


	Results far exceeded the stated goal, in terms of quality of work, timely completion, and/or resources budgeted.





Level 4 (EE)	Exceeds Expectations


Results exceeded the stated goal/proficiency area; in terms of quality of work, timely completion, and/or resources budgeted.





Level 3 (ME)	Meets Expectations


Results met the stated goal/proficiency area.





Level 2 (I)	Improvement needed	


Results did not meet the goals set/ proficiency level.  





Level 1 (U)	Unsatisfactory


Results were well below the goal/proficiency level.  Improvement is necessary.  Strategies for addressing and/or development plans are strongly recommended. 








*See the Competency Behavioral Anchors Matrix for assistance on rating competencies � HYPERLINK "http://hrweb.berkeley.edu/files/attachments/behavioral-anchors-matrix-core-competencies.pdf" �http://hrweb.berkeley.edu/files/attachments/behavioral-anchors-matrix-core-competencies.pdf�








Overall Rating Scale: 


Level 5 (E)	Exceptional


	Performance far exceeded expectations due to exceptionally high quality of work performed in all essential areas of responsibility, resulting in an overall quality of work that was superior; and either 1) included the completion of a major goal or project, or 2) made an exceptional or unique contribution in support of unit, department, or University objectives. This rating is achievable by any employee though given infrequently.





Level 4 (EE)	Exceeds expectations


Performance consistently exceeded expectations in all essential areas of responsibility, and the quality of work overall was excellent.  All performance goals were met, some were exceeded.





Level 3 (ME)	Meets expectations


Performance consistently met expectations in all essential areas of responsibility, at times possibly exceeding expectations, and the quality of work overall was very good.  The most critical annual goals were achieved. 





Level 2 (I)	Improvement needed	


Performance did not consistently meet expectations – performance failed to meet expectations in one or more essential areas of responsibility, and/or one or more of the most critical goals were not met.  A professional development plan to improve performance must be outlined in Section III-B, including timelines, and monitored to measure progress.





Level 1 (U)	Unsatisfactory


Performance was consistently below expectations in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made.  Significant improvement is needed in one or more important areas.  In Section III-B, a plan to correct performance, including timelines, must be outlined and monitored to measure progress.











Revised 10/9/2013

Page 1 of 8

