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Performance Appraisal Form for For Civil Service and BU Staff


Complete this form to provide a written Performance Appraisal for Civil Service, AFSCME Clerical, AFSCME Technical or Teamsters employees.  Instructions are provided at the end of this document.
Employee Name: 

Employee ID #:

Class Number: 

Class Title: 

Department: 

Date employee began present position: 

Date of last appraisal: 

Current Appraisal Date: 

Supervisor responsible for the Performance Appraisal: 

Reason for Appraisal:
 FORMCHECKBOX 

Annual (due January 31st)


 FORMCHECKBOX 

Periodic (semi-annual, quarterly, monthly)


 FORMCHECKBOX 

End of Probation Period


 FORMCHECKBOX 

Other:
 
Summary of Performance Appraisal:

 FORMCHECKBOX 

Performance meets the expectations for an effective employee.


 FORMCHECKBOX 

Performance does not meet the expectations for an effective employee and requires improvement, and/or training, as indicated.  Performance will be reviewed again on this date:
.
Mission of the University of Minnesota, Morris:

The University of Minnesota, Morris (UMM) provides a rigorous undergraduate liberal arts education, preparing its students to be global citizens who value and pursue intellectual growth, civic engagement, intercultural competence, and environmental stewardship.

As a public land-grant institution, UMM is a center for education, culture, and research for the region, nation, and world. UMM is committed to outstanding teaching, dynamic learning, innovative faculty and student scholarship and creative activity, and public outreach. Our residential academic setting fosters collaboration, diversity, and a deep sense of community.






—Approved by Campus Assembly April 2009

Mission of UMM Department:
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Section One:
The supervisor will select the major job duties of this employee, evaluate and comment on them with respect to quality, technical competence, timeliness and other factors that relate to overall job performance.

Duty and Responsibility: 
Previous goal:
Has employee achieved previous goal(s): 
Supervisor Comments: 
Goal(s) for next year: 
Duty and Responsibility: 
Previous goal:

Has employee achieved previous goal(s): 
Supervisor Comments: 
Goal(s) for next year: 
Duty and Responsibility: 
Previous goal:

Has employee achieved previous goal(s): 
Supervisor Comments: 
Goal(s) for next year: 
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Section Two:

The supervisor will evaluate the employee on each of the following items.

1.
Job Knowledge  (Does the employee possess the practical/technical knowledge required on the job): 
2.
Works Efficiently  (does the employee set priorities/allocate time appropriately; address issues systematically; process work 



timely and/thoroughly; effectively handle conflicting priorities/multiple demands)
3.
Quality (Is the employee’s work accurate, complete and orderly):

4.
Adherence to Policy (Does the employee follow university policy, safety and conduct rules):
5.
Initiative  (Does the employee seek new assignments and assume additional duties when necessary):
6.
Independence (Does the employee perform work with little or no supervision):
7.
Collaboration  (Does the employee develop/sustain cooperative working relationships; work effectively with others, even outside the 



lines of formal authority - to accomplish organizational goals.)
8.
Attendance (Is the employee punctual; do they follow policy regarding work breaks.  What is their overall attendance record):
9.
Values Diversity (Does the employee create an environment in which people from diverse backgrounds feel comfortable, help people 



from diverse backgrounds succeed, confront prejudice and intolerant behavior.)
10.
Other:
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Section Three:
The employee and supervisor shall work together to complete this section.  It is intended to be an individual plan that focuses on developmental goals, strengths and future improvement.  
Employee Goals: 
Supervisor Comments: 
Section Four:
The employee may use this section to respond to the supervisor’s comments in Sections One, Two and Three.
I have reviewed and had a chance to respond to the comments noted here.

Employee Signature:

Dept/Division Head Signature:


Date:

Date:




Chancellor/Dean/Vice Chancellor

Supervisor Signature:

Signature:


Date:

Date:

Copies of this performance appraisal may be made for the supervisor and the employee.

The original form will be forwarded to the UMM Office of Human Resources, 309 Behmler Hall.

University of Minnesota, Morris


Performance Appraisal Form for
For Civil Service and BU Staff
Instructions

Following are the guidelines for completing a performance appraisal for Civil Service and bargaining unit staff at UMM.  While this process is designed to encourage collaboration between the employee and supervisor, the ultimate responsibility for the completion of the employee performance appraisal rests with the supervisor.  Performance appraisals must be completed annually.

1.
Performance appraisal forms may be obtained in the UMM Office of Human Resources or printed from the UMM Human Resource page at http://www.morris.umn.edu/services/hr, click on “Forms”.  University of Minnesota job classification descriptions are available at http://www1.umn.edu/ohr/compensation/classification/index.html .

2.
If this is a required annual performance appraisal, it must be completed and returned to UMM Human Resources, 309 Behmler Hall, by January 31st.


If this is for any other type of performance appraisal, you may forward a copy to the UMM Office of Human Resources upon completion.  

2.
The supervisor will determine the general time frame for completing the performance appraisal and updated job description.  A general guideline follows:


a.
The supervisor will give a copy of the job description to the employee so that they may prepare for the job description review.  


b.
The supervisor and employee will meet to review and revise the job description.  


c.
The supervisor will prepare the performance appraisal.


d.
The supervisor and the employee will meet to review the performance appraisal.  

e.
The supervisor may give the performance appraisal to the employee to prepare their comments for Section Four.


f.
The supervisor and the employee will review the employee’s comments in Section Four.


g.
The supervisor and the employee will sign the performance appraisal.


h.
The supervisor will copy and return the original performance appraisal to Human Resources, 


309 Behmler Hall.

If you have any questions please contact UMM Human Resources at 589-6024.

Route this form to:


UMM Human Resource Office


309 Behmler Hall
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