University of Illinois at Urbana-Champaign

Facilities & Services

Annual Civil Service Performance Evaluation





Non- Supervisory




Name:        

Date:
     
Classification:        
Date Employed in Classification:        
Operating Unit, Shop or Craft:        
Supervisor Conducting Evaluation:        

A performance review must be completed once each year for all employees.  This form lists performance factors divided into several parts.  Assign a performance level rating to each performance factor and use the comments sections to document and justify your ratings. 

Any ratings of Exemplary or Unacceptable must be justified in the comments section.

Distribute the original completed evaluation form to F&S Employee Relations & Human Resources and distribute a copy to the employee. 



Exemplary
Performance consistently far exceeds all expectations; obviously meritorious performance.

Distinguished
Performance generally exceeds job requirements; well above average.

Satisfactory
Meets all job responsibilities in this area.

Needs Improvement
Performance is below acceptable standards; requires more than average guidance.

Unacceptable
Performance is well below minimum standards

	Attribute


	Exemplary
	Distinguished
	Satisfactory


	Needs Improvement
	Unacceptable

	WORK QUALITY, INITIATIVE, RESOURCEFULNESS:  Accomplishes work using required technical competencies. Offers suggestions; anticipates needs; and suggests possible ideas or methods to meet changing circumstances, using sound judgement.


	     
	     
	     
	     
	     

	EFFECTIVE USE OF TIME, QUANTITY OF WORK:  Extent to which employee meets job requirements on a timely basis consistent with established standards. Accomplishes work by required deadlines, through effective planning and collaboration.


	     
	     
	     
	     
	     

	DEPENDABILITY/RESPONSIBILITY:  Willingly takes on accountability for assignments; ensures tasks are followed to completion; devotes attention to detail.  Employee can be depended on to be available for work.


	     
	     
	     
	     
	     

	COMMUNICATION: Ability to convey information and ideas to others in a manner that promotes cooperation and productive outcomes.


	     
	     
	     
	     
	     

	RESPONSE TO LEADERSHIP: The manner in which the employee responds to supervisory directions and comments. The extent to which the employee appropriately seeks direction and makes suggestions on ways to improve performance.


	     
	     
	     
	     
	     

	TEAMWORK: Develops and maintains positive working relationships with others.  Willingness to collaborate appropriately with others.


	     
	     
	     
	     
	     

	ATTENDANCE AND RELIABILITY:  Reports to work on time, observes time limits for lunches and breaks, gives prompt notice of absence due to illness, and adheres to all applicable university and departmental policies.


	     
	     
	     
	     
	     

	SAFETY COMPLIANCE:  Practices required and recommended safety measures for duties assigned.  Demonstrates safe working habits.


	     
	     
	     
	     
	     

	CUSTOMER SERVICE:  Works with customers in problem resolution, providing timely follow-up.  Acts in a courteous and professional manner.  Shows willingness to assist when needed.


	     
	     
	     
	     
	     


Performance Levels

E
Exemplary:  Performance consistently far exceeds all expectations; obviously meritorious performance.

D
Distinguished:  Performance generally exceeds job requirements; well above average.

S
Satisfactory:  Meets all job responsibilities in this area.
NI
Needs Improvement:  Performance is below acceptable standards; requires more than average guidance.

U
Unacceptable:  Performance is well below minimum standards


Using the criteria in this performance review as a guideline, assign one of the following performance levels for the employee's overall performance.

Supervisor Overall Assessment: (Comments are required if “exemplary” or “unacceptable” are checked) 

Exemplary

       

Distinguished
      

Satisfactory

     

Needs Improvement

     

Unacceptable

     

Supervisor Comments:        
Employee Achievements:        
Goals for Employee:        
Employee Self-Assessment :  (Comments are required if “exemplary” or “unacceptable” are checked)
Exemplary

       

Distinguished
      

Satisfactory

     

Needs Improvement

     

Unacceptable

     


Employee Comments:        
Employee Achievements:        
Goals for Employee:        

I certify by my signature below that the contents of this performance review have been discussed with the employee.

Supervisor Signature:  
 
Date:  

I certify by my signature below that this performance review has been discussed with me.  I have read and understand the contents.  I understand that my signature does not necessarily indicate agreement with statements made herein.

Employee Signature:  
 
Date:  

ER/HR Use Only





Database:		





Instructions








Procedure:  The evaluator shall refer to the employee’s job description when completing the evaluation instrument and discuss the evaluation results with the employee.  Both the evaluator and the employee must sign the evaluation.  The employee signature indicates that the employee has seen the evaluation but does not necessarily indicate the employee concurs with the evaluation. 





Performance Levels








Overall Evaluation





Signatures
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