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Employee & Labor Relations
 232 Waterman Building

(802) 656-4467

Performance Appraisal: Adapted by the TRC 
(June 2010)
	Emp ID:

	

	Name:

	

	Job Title:

	

	College:

	

	Div/Dept: 
	


	Length of Employee Service in Position:
	

	Appraisal Period: From
 
	To:  


The University Mission: Our mission is to create, interpret, and share knowledge, to prepare our students to lead productive, responsible, and creative lives, and to promote the application of relevant knowledge to benefit the State of Vermont and society as a whole. 

Division/Department Mission: The mission of the UVM Transportation Research Center is to undertake innovative interdisciplinary research, education and outreach programs that advance sustainable transportation systems. 

Instructions:  Each employee is entitled to a thoughtful and careful appraisal. Its success depends on your supervisor's willingness to complete a constructive and objective assessment, and on your willingness to assess your own work, respond to constructive criticism and to work with your supervisor to overcome problems that affect your performance. 

Step 1: Employee and supervisor individually review position description and goals from last year.

Step 2: Employee completes Part I and II and submits to supervisor

Step 3: Supervisor inserts comment in italics in Part I and completes Part III if applicable.

Step 4: Supervisor and employee meet face to face and review Part I and II.  Suggested changes to Part II are at the employee’s discretion.

Step 5: Goals are jointly drafted at the meeting and entered into Part IV.

Step 6: Part V is completed including signatures and a copied is filed at the TRC and forwarded to HR.

The following categories may be used in Part I:

Outstanding = no improvement possible

Very good = above average, improvements possible but not necessary for complete satisfaction

Good = meets expectations

Needs Improvement 

Unsatisfactory

NOTE: No one should expect to be outstanding in every category at any time.

Part I (to be completed by employee and subsequently the supervisor in italics) 

Part I 

1. WORK QUALITY 

Standard: Provides accurate, thorough, professional work regularly. 
2. JOB KNOWLEDGE 

Standard: Well-informed and educated in performing to the level expected for the job. 
3. NEW KNOWLEDGE 

Standard: Seeks new knowledge, applies it to the job and shares it with others. 
4. ORGANIZATION & PLANNING 

Standard: Organizes, plans, and forecasts work skillfully to meet job needs. 
5. ANALYSIS & JUDGMENT 

Standard: Analyzes problems skillfully; uses logic and good judgment to reach solutions. 
6. DEPENDABILITY & CONSISTENCY 

Standard: Personally responsible, steadfast and can be called upon for difficult and pressured challenges. 
7. COMMUNICATION 

Standard: Communicates knowledge clearly, accurately and thoroughly. 
8. LISTENING SKILLS 

Standard: Listens attentively and responds thoughtfully to needs, goals and aspirations. 
9. INTERPERSONAL SKILLS 

Standard: Works well with others; gets things done with people, and keeps information lines open at all levels. 
10. INITIATIVE 

Standard: Helps to determine the needs of the work place; helps all to meet the goals.
11. TEAMWORK 

Standard: Coordinates own work with others, seeks opinions, values working relationships. 
12. RESOURCE USE 

Standard: Effectively uses human resources and funds available to accomplish the job. 
13. SERVICE-CENTERED WORK 

Standard: Regularly seeks to provide quality service to achieve customer satisfaction. 

14. AFFIRMATIVE ACTION & DIVERSITY SUPPORT 

Standard: Demonstrates a responsible commitment to affirmative action and diversity. 
15. ATTENDANCE & PUNCTUALITY 

Standard: Regularly present and punctual 
16. SAFETY & HEALTH OBSERVANCE 

Standard: Regularly attentive to safety and health regulations 
Part II
Employee completes the following: 
1. Self evaluation of performance over the last year 

A. Describe your accomplishments and achievements during the appraisal period: 
B. Describe steps you might take to achieve your own growth and improvement: 
2. Individual goals and training on which you and your supervisor have jointly focused this year: 
3. Individual goals for the position which you would plan to pursue next year: 
4. Ideas for training or course work that would substantially increase the likelihood of your success for these goals: 
5. Are your work efforts well supported by your supervisor? How could your supervisor help you improve your work in the major area of responsibility? What is currently helpful to you? 

6. Describe any obstacles, large or small, that stand in the way of performing your work successfully.  
Part III: (to be completed by supervisor if employee supervises other staff)

1. Respectful Employee Relations 

Standard: Treats all people with respect. Values diverse perspectives. Provides constructive feedback maintaining respect for the individual. 

2. Collaboration 

Standard: Shares information broadly. Facilitates discussion before decision-making process is complete when appropriate. Seeks consensus when appropriate. 

3. Communication 

Standard: Encourages an open exchange of ideas. Conducts fair, timely, informative, constructive performance appraisals. Demonstrates active listening skills. Generally accessible to staff and meets on a regular basis. Demonstrates good facilitation skills. 

4. Conflict Resolution 

Standard: Resolves conflicts quickly and fairly by implementing appropriate procedures which lead to positive outcomes. 

5. Leadership/Accountability/Ownership 

Standard: Takes personal responsibility for unit's success and leads to achieve. Honest and ethical in all responsibilities entrusted to him/her. 

6. Employee Advancement 

Standard: Fosters employee advancement. Encourages individual and unit training and development of staff members. Supports staff participation in governance, service committees. Respects aspirations of people within the unit. 

7. Affirmative Action and Diversity Support 

Standard: Takes personal responsibility for hiring decisions that support the advancement of women and a multicultural community. Participates in diversity training opportunities both for self and encourages staff. Provides a supportive work environment for a multicultural workforce. 

Part IV: Next Year’s Goals for the Individual  (developed jointly at meeting, the total number can vary, 3 is recommended; day to day tasks or goals should not be included)

1. Goal 
a. objective of the goal:  
b. barriers:  
c. resources and support required (i.e., course work, other training, equipment, supervisor access, mentoring, supervisor involvement, or funding): 
2. Goal 
a. objective of the goal:  
b. barriers:  
c. resources and support required (i.e., course work, other training, equipment, supervisor access, mentoring, supervisor involvement, or funding) 
3.Goal 
a. objective of the goal:  
b. barriers:  
c. resources and support required (i.e., course work, other training, equipment, supervisor access, mentoring, supervisor involvement, or funding) 

4. Goal   
a. objective of the goal 
b. barriers:    
c. resources and support required (i.e., course work, other training, equipment, supervisor access, mentoring, supervisor involvement, or funding) 
Part V: OVERALL COMMENTS 

1. Supervisor's Overall Comments: 
Print Supervisor's Name: __________________________
Supervisor's Signature: _________________________ 

Date: ______________ 

2. Reviewer's Comments: 

Print Reviewer's Name: __________________________ 

Reviewer's Signature: __________________________ 

Date: ___________ 

3. Employee's Comments: 

Print Employee's Name: ____________________
Employee's Signature*: _________________________ 

Date: __________ 
*Acknowledges only receipt of copy of performance appraisal and opportunity to respond. Does not mean agreement or disagreement.

