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	Supervisor’s Name :  
	Department :  


	Fellow’s Name :  


	Research Project :  



	I. ASSESSEMENT AND RATING OF PERFORMANCE:  

	
	

	
	Unsatisfactory: Does not achieve results that meet expectations; disciplinary action may be necessary.
	Growth Needed/Performance: Improvement needed.  Does not regularly meet expectations in all areas of responsibilities despite coaching; corrective action may be necessary.
	Growth Needed/Learning: Is a satisfactory performer in most areas but continues to learn key aspects of the job.
	Competent: Consistently satisfactory in key aspects of the job.
	Fully Competent: Is a consistently strong performer fulfilling all aspects of the job; often exceeds expectations in key areas of job.
	Exceptional: Achieves results far exceeding those expected in all major areas of responsibility; demonstrates outstanding initiative and creativity. 

	1. Quality of Work—Outputs and outcomes meet current levels of proficiency (thoroughness, accuracy, results) required by University needs, nature of work.


	
	
	
	
	
	

	2. Quantity of Work—Results are produced in expected amounts, volume, frequency, timeliness, efficiency, and productivity.


	
	
	
	
	
	

	3. Communication—Oral and written communication are clear and effective.  Active listening assures understanding.  Ideas are exchanged in a collegial and professional way.  Needed information is conveyed effectively and in time to the appropriate recipient(s).


	
	
	
	
	
	

	4. Initiative/Problem Solving—the fellow takes responsibility for mastering knowledge and skills required for effective performance, and organize work appropriately for best use of knowledge and skills.


	
	
	
	
	
	

	5. Teamwork/Diversity/Respectfulness—The fellow accepts and encourages the different contributions of diverse roles, backgrounds, experiences, and abilities, and works respectfully and cooperatively in a team environment, demonstrating ability and willingness to work with and for others to achieve a common goal.


	
	
	
	
	
	

	6. Flexibility and Adaptability—Responds to changing organization. Effective in incorporating new ideas and/or provides constructive feedback when needed in a respectful way.  Accepts and implements changes in the organization.

	
	
	
	
	
	

	7. Attendance—Uses good judgment in scheduling time away from work and handling personal business during work hours; keeps supervisor and others informed as appropriate.

	
	
	
	
	
	


	II. OVERALL EVALUATION AND RATING ADVISOR COMMENTS :  
Consider all the rating Section I and give an Overall rating of job performance. The overall rating need not be an average of all ratings in Section I; take into consideration the essential and most important job duties when  assess



	
	CHECK ONE RATING

	(
	Exceptional

	(
	Fully Competent

	(
	Competent

	(
	Growth Needed / Learning

	(
	Growth Needed / Under Performing

	(
	Unsatisfactory


Others  ……………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………

	Supervisor’ s  Signature                      ………………………………………………………..
	Date :   ………………………………

	

	View  of  Dean / Director



	
	
	  I  concur with the Advisor ’s assessment.



	

	
	
	  I  disagree with the  Advisor ’s assessment.  My reasons are attached.


	Dean’s / Director’s Signature            …………………………………………………………………

	Date :    ………………………………



               PERFORMANCE  APPRAISAL  FORM
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