PERFORMANCE EVALUATION GUIDELINES
For USA Campus Employees in 110 Classifications (7/2Q)

These guidelines va been established to implement a documented performance evaluation process for
campus 110 employees (except vice presidents and deans) in a manner that is flexible enough to meet the
XQLTXH DQG GLYHUVH QHHGYV RI 86%$1V MHstordly] thete faHdtheewd® HQ W V
specific annual evaluation process for this group although feedback is provided throughout the year.
Employees in executive, administrative and managerial job classifications referred to as 110 employees

are not subject to the performance evaluation process contained in the USA Staff Employee Handbook.

Vice presidents and deans are evaluated yearly through the Annual Performance Report, which is part of

the University's Annual Assessment Reporting Program.

The primary objectives of the evaluation processare



theappropriate divisiomeadandforwarded in a confidential manner to the Office of Human
ResourcesforQFOXVLRQ LQ WKH HPSOR\HHfV SHUVRQQHO ILOH

Performance Statement

Theemployee§ Performance Statementludes thee P S O R \hid] Vitle division and/or department,
date and written responses to the followibgon completion, #h employee submits the documbgite
mail to his or hersupervisor.

1. Assess youoveralljob performance in the past year including what you consider to be
your mest important accomplishment@reas you need to improaad any significant
challenges that made it difficult to meet your performance expectations.

2. List any special accomplishments, activities or recognition including honors, leadership
positions in pofessimal organizations, awards, etc.

3. List short and longtermgoals for the upcoming year, including objectives or time
frames for attaining goals.

SupervisoEvaluationSummary Statement

The supervisorgegpare a concisesummary commenting on tleP S O R \pe¢HofrivanceThe
supervisolf staement

e Servedo confirm, clarify andor correctthe H P S O RRetdrfngnce Statement

e Includs WKH HPSOR\HHTV LQIRUPDWLRQ QDPH WLWOH GL
VXSHUYLVRUYV QD Rdfbr dépaivertiandaeL VLR Q D

¢ Is signed by th supervisoandthe employeeduring the annual performance
evaluationmeeting.

Printedcopies ofthe signedemployee and supervisstatementareto beforwardedin a confidential
mannerto the Office ofHumanResourcedy August 15|RU LQFOXVLRQ LQ WKH HPSOR\HHY



