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Employee Performance Review
	 FORMCHECKBOX 
 Annual           FORMCHECKBOX 
 Mid-Year          
	

	Employee Information

	
	Employee Name:
	     
	
	College/Unit:
	     
	

	
	Manager Name:
	     
	
	Review Period:
	     
	

	
	
	
	
	
	
	


Non-management Form
Instructions
1. Check “Annual” or “Mid-Year” and complete “Employee Information.”
2. Refer to “Performance Definitions” (below) and to Behavioral Descriptor job aids (download Behavioral Descriptor job aids at http://www.uic.edu/depts/hr/mycareer/career/forms.html ) to complete Section I.
3. Calculate total points for Core Competencies and record in “Performance Review Summary” box below.
4. Refer to “Performance Definitions” (below) and “Expected Behaviors” (in Section II) to complete Section II: Essential Job Functions.
5. Calculate total points for “Section II: Essential Job Functions” and record in “Performance Review Summary” box below.

6. Calculate total points in “Performance Review Summary” box.
7. Sign and date form. 
	Performance Review Summary 

	Section I: Core Competencies 
	      / 15

	Section II: Essential Job Functions
	      / 6

	                                            Total =
	      / 21


	 Summary Matrix

	    20 - 21 Points  
	Exceeds Expectations

	13 - 19 Points   
	Meets Expectations

	7 - 12 Points 
	Does Not Meet Expectations*

	          *  Performance Improvement Plan (PIP) recommended



8. File form in a confidential file separate from employee personnel files. 

	Performance Definitions

	Exceeds Expectations
	· Significantly and consistently (more than 50% of work hours) exceeds expectations and role requirements defined in the Job Description (if available) 
· Demonstrates exceptional depth and breadth of knowledge, highly recognized by others within the University community

· Demonstrates role model behavior for other supervisors/staff to emulate

	Meets Expectations
	· Meets and occasionally exceeds expectations and role requirements defined in the Job Description (if available)
· Demonstrates willingness to collaborate with peers, managers, students and customers consistently

	Does Not Meet Expectations
	· Does not meet expectations and role requirements defined in the Job Description (if available) on a consistent basis (more than 50% of work hours)

· Requires more than the expected level of supervision

· Exhibits consistent (i.e., one or more documented actions per month) inappropriate work behavior while interacting with peers and/or management


	Signatures

	Employee Signature:  This review has been discussed with me (signature does not imply agreement with the review). 

	
	
	
	
	
	
	
	
	

	
	Employee
	
	Date
	
	Manager
	
	Date
	

	
	
	
	
	
	
	
	
	

	
	Department Head (if applicable)
	
	Date
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	SECTION I: CORE COMPETENCIES (Comments required for Exceeds Expectations and Does Not Meet Expectations)  


Accountability
	While addressing job-related responsibilities, confirms established processes are followed.  Accomplishes job related tasks and goals by adhering to policies and procedures.  Accepts responsibility for actions and engages in appropriate behavior to address work-related issues associated with job.

	Expected Behaviors: See “Behavioral Descriptors – Core Competencies” job aid.


	    FORMCHECKBOX 
     Exceeds Expectations (3)     
	    FORMCHECKBOX 
     Meets Expectations (2)     
	    FORMCHECKBOX 
     Does Not Meet Expectations (1)


	Comments:      

	Opportunities for Improvement:      


Communication
	Effectively expresses ideas and information in oral and written form. Facilitates exchange of ideas, and fosters an atmosphere of open communication. Shares information and resources with others as appropriate in a timely manner.

	Expected Behaviors: See “Behavioral Descriptors – Core Competencies” job aid.


	    FORMCHECKBOX 
     Exceeds Expectations (3)     
	    FORMCHECKBOX 
     Meets Expectations (2)     
	    FORMCHECKBOX 
     Does Not Meet Expectations (1)


	Comments:      

	Opportunities for Improvement:      


Cooperation
	Establishes and maintains effective working relationships with employees in all colleges/departments/units.  Demonstrates flexibility and willingness to assist as needed in the workplace. Accepts challenging tasks or assignments to help the team achieve a goal.

	Expected Behaviors: See “Behavioral Descriptors – Core Competencies” job aid.


	    FORMCHECKBOX 
     Exceeds Expectations (3)     
	    FORMCHECKBOX 
     Meets Expectations (2)     
	    FORMCHECKBOX 
     Does Not Meet Expectations (1)


	Comments:      

	Opportunities for Improvement:      


Customer Service
	Listens to internal and external customers and actively works to meet their expectations and needs. Responds to customers in a timely manner. Demonstrates respect for all individuals regardless of background, culture, or organizational level.  

	Expected Behaviors: See “Behavioral Descriptors – Core Competencies” job aid.


	    FORMCHECKBOX 
     Exceeds Expectations (3)     
	    FORMCHECKBOX 
     Meets Expectations (2)     
	    FORMCHECKBOX 
     Does Not Meet Expectations (1)


	Comments:      

	Opportunities for Improvement:      


Integrity
	Creates a work culture that fosters high ethical standards.  Demonstrates commitment to UIC values: Knowledge, Access, Openness, Excellence and Collaboration.  

	Expected Behaviors: See “Behavioral Descriptors – Core Competencies” job aid.


	    FORMCHECKBOX 
     Exceeds Expectations (3)     
	    FORMCHECKBOX 
     Meets Expectations (2)     
	    FORMCHECKBOX 
     Does Not Meet Expectations (1)


	Comments:      

	Opportunities for Improvement:      


Add points for Core Competencies and record total below.

	Total Score:    / 15


	SECTION II: ESSENTIAL JOB FUNCTIONS (Comments required for Exceeds Expectations and Does Not Meet Expectations)  


Job Knowledge
	Expected Behaviors:

· Demonstrates the knowledge and skills necessary to perform the job 

· Performs responsibilities in accordance with job description, procedures and policies

· Acts as a resource person (as necessary) upon whom others rely for assistance

· Understands the expectations of the job and remains current regarding new developments in areas of responsibility

· Demonstrates skills necessary to meet job requirements


	    FORMCHECKBOX 
     Exceeds Expectations (3)     
	    FORMCHECKBOX 
     Meets Expectations (2)     
	    FORMCHECKBOX 
     Does Not Meet Expectations (1)


	Comments:      

	Opportunities for Improvement:      


Work Quality
	Expected Behaviors:

· Completes assignments in a thorough, accurate and timely manner achieving defined outcomes

· Meets established goals successfully

· Exhibits concern for the goals and needs of the department and others that depend on services or work

· Handles multiple tasks and uses work time effectively to maximize personal productivity
· Delivers high quality work product with few errors
· Prioritizes responsibilities based upon changing needs of the college/unit


	    FORMCHECKBOX 
     Exceeds Expectations (3)     
	    FORMCHECKBOX 
     Meets Expectations (2)     
	    FORMCHECKBOX 
     Does Not Meet Expectations (1)


	Comments:      

	Opportunities for Improvement:      


Add points for Essential Job Functions and record total below.

	Total Score:    / 6


Add totals for Core Competencies and Essential Job Functions and record in “Performance Review Summary” box on page 1.
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