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Unclassified Professional
Evaluation
Rev. 05/07/2012


	Employee Name:
	
	myWSU ID#:
	
	

	Position Title (vanity/directory title):
	
	

	Position Number:
	
	FTE:
	
	E-class:
	
	

	Years in Current Position:
	
	Years at WSU:
	
	
	

	Timeframe Being Evaluated (mm/dd/yyyy):
	
	to
	
	
	

	Supervisor of this Position (by title):
	
	

	Employee’s Supervisor (name & myWSU ID):
	
	

	

	Position #(s) this Position Supervises (if applicable):
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Division:
	
	

	Department:
	
	Org #:
	
	

	Regular Hours of Work (i.e. hours, days, exceptions):

	
	
	

	


	

	Appointment Type:

	
	

	
	
	Executive
	
	Regular
	
	Provisional
	
	
	Temporary
	
	Contingent

	
	

	Renewal Recommendation:
	Temporary or Contingent Renewal Recommendation:

	
	

	
	
	Recommended
	
	Not Recommended
	
	
	Renewal Recommended, Pending Funding

	
	

	Renew Appointment As:
	
	
	Renewal NOT Recommended

	
	

	
	
	Regular
	
	Provisional
	
	
	Position Terminates: 
	
	(date)

	

	Per WSU Policies & Procedures 6.04 / Appointment Statuses:
Executive: Appointments may be terminated without cause or notice and at any time.

Regular: Notice of non-reappointment should be given no later than June 30 for non-renewal at the end of the succeeding fiscal year, but is not mandatory as long as the employee receives prior notification of twelve months.

Provisional: Notice of non-reappointment may be given without cause and must be completed and forwarded to the appropriate vice president so that the notice of non-reappointment is given on or before March 1 of the current fiscal year appointment.

Contingent: Notice of non-reappointment may be given at any time prior to the end of the appointment period.

	


In the following evaluation tables, consider each factor independently after reading the following definitions.  Indicate your evaluation by placing a check mark in the appropriate box.
· Does Not Meet Minimum Requirements: Employee is consistently not meeting minimum expectations.
· Needs Improvement: The employee often requires coaching and supervision and work in not done in a timely, efficient and/or professional manner.
· Meets Expectations: The employee meets the minimum expectations of the position description and sometimes requires assistance with new tasks.
· Exceeds Expectations: Employee sets a positive example for others and does not need supervision or coaching.
· Exceptional: Employee is a subject matter expert, can train and assist others and improve processes in their area of expertise.
· N/A: Not Applicable
	#
	% of Duty
	Responsibility/Duty Evaluated: (All essential {E} job duties from the Unclassified Professional Position Description Form must be evaluated.)

	#1
	
	


	Job Performance
	Does Not Meet Minimum Requirements
	Needs Improvement
	Meets Expectations
	Exceeds Expectations
	Exceptional
	N/A

	WORK KNOWLEDGE
Consider understanding of all phases of the job.
	
	
	
	
	
	

	WORK QUANTITY
Consider amount of satisfactory work produced.
	
	
	
	
	
	

	WORK QUALITY
Consider neatness, accuracy, excellence of work.
	
	
	
	
	
	

	INITIATIVE
Consider amount of supervision required and the ability to initiate action.
	
	
	
	
	
	

	Explanation of Rating: (i.e. What’s right or wrong? How to fix it? By when?):

	


	#
	% of Duty
	Responsibility/Duty Evaluated: (All essential {E} job duties from the Unclassified Professional Position Description Form must be evaluated.)

	#2
	
	


	Job Performance
	Does Not Meet Minimum Requirements
	Needs Improvement
	Meets Expectations
	Exceeds Expectations
	Exceptional
	N/A

	WORK KNOWLEDGE
Consider understanding of all phases of the job.
	
	
	
	
	
	

	WORK QUANTITY
Consider amount of satisfactory work produced.
	
	
	
	
	
	

	WORK QUALITY
Consider neatness, accuracy, excellence of work.
	
	
	
	
	
	

	INITIATIVE
Consider amount of supervision required and the ability to initiate action.
	
	
	
	
	
	

	Explanation of Rating: (i.e. What’s right or wrong? How to fix it? By when?):

	


	#
	% of Duty
	Responsibility/Duty Evaluated: (All essential {E} job duties from the Unclassified Professional Position Description Form must be evaluated.)

	#3
	
	


	Job Performance
	Does Not Meet Minimum Requirements
	Needs Improvement
	Meets Expectations
	Exceeds Expectations
	Exceptional
	N/A

	WORK KNOWLEDGE
Consider understanding of all phases of the job.
	
	
	
	
	
	

	WORK QUANTITY
Consider amount of satisfactory work produced.
	
	
	
	
	
	

	WORK QUALITY
Consider neatness, accuracy, excellence of work.
	
	
	
	
	
	

	INITIATIVE
Consider amount of supervision required and the ability to initiate action.
	
	
	
	
	
	

	Explanation of Rating: (i.e. What’s right or wrong? How to fix it? By when?):

	


	#
	% of Duty
	Responsibility/Duty Evaluated: (All essential {E} job duties from the Unclassified Professional Position Description Form must be evaluated.)

	#4
	
	


	Job Performance
	Does Not Meet Minimum Requirements
	Needs Improvement
	Meets Expectations
	Exceeds Expectations
	Exceptional
	N/A

	WORK KNOWLEDGE
Consider understanding of all phases of the job.
	
	
	
	
	
	

	WORK QUANTITY
Consider amount of satisfactory work produced.
	
	
	
	
	
	

	WORK QUALITY
Consider neatness, accuracy, excellence of work.
	
	
	
	
	
	

	INITIATIVE
Consider amount of supervision required and the ability to initiate action.
	
	
	
	
	
	

	Explanation of Rating: (i.e. What’s right or wrong? How to fix it? By when?):

	


	#
	% of Duty
	Responsibility/Duty Evaluated: (All essential {E} job duties from the Unclassified Professional Position Description Form must be evaluated.)

	#5
	
	


	Job Performance
	Does Not Meet Minimum Requirements
	Needs Improvement
	Meets Expectations
	Exceeds Expectations
	Exceptional
	N/A

	WORK KNOWLEDGE
Consider understanding of all phases of the job.
	
	
	
	
	
	

	WORK QUANTITY
Consider amount of satisfactory work produced.
	
	
	
	
	
	

	WORK QUALITY
Consider neatness, accuracy, excellence of work.
	
	
	
	
	
	

	INITIATIVE
Consider amount of supervision required and the ability to initiate action.
	
	
	
	
	
	

	Explanation of Rating: (i.e. What’s right or wrong? How to fix it? By when?):

	


	#
	% of Duty
	Responsibility/Duty Evaluated: (All essential {E} job duties from the Unclassified Professional Position Description Form must be evaluated.)

	#6
	
	


	Job Performance
	Does Not Meet Minimum Requirements
	Needs Improvement
	Meets Expectations
	Exceeds Expectations
	Exceptional
	N/A

	WORK KNOWLEDGE
Consider understanding of all phases of the job.
	
	
	
	
	
	

	WORK QUANTITY
Consider amount of satisfactory work produced.
	
	
	
	
	
	

	WORK QUALITY
Consider neatness, accuracy, excellence of work.
	
	
	
	
	
	

	INITIATIVE
Consider amount of supervision required and the ability to initiate action.
	
	
	
	
	
	

	Explanation of Rating: (i.e. What’s right or wrong? How to fix it? By when?):

	


The evaluation of job duties, as defined on the Position Description Form, may take additional pages – go to the supplemental file (Job Performance Eval Supplement) if necessary, to list further duties to be evaluated or copy and paste the previous table as often as needed before this paragraph.

	Interpersonal Relations
	Does Not Meet Minimum Requirements
	Needs Improvement
	Meets Expectations
	Exceeds Expectations
	Exceptional
	N/A

	TEAMWORK
Consider relationship & attitude towards peers.
	
	
	
	
	
	

	ORAL COMMUNICATION
Delivers oral messages in clear, coherent, and persuasive language appropriate to the intended purpose, occasion, and audience. (This would include personal conversation to public presentations)
	
	
	
	
	
	

	WRITTEN COMMUNICATION
Expresses facts and ideas in writing in a clear, convincing, and organized manner. (This would include any form of written communication such as a note, email, business letter or report)
	
	
	
	
	
	

	DEPENDABILITY
Consider attendance and punctuality. Completes assignments & tasks on time, assumes personal accountability for work.
	
	
	
	
	
	

	PROFESSIONALISM
Consider dress code, grooming, ethics, respect and confidentiality.
	
	
	
	
	
	

	UNIVERSITY/DEPARTMENT VALUES:
Consider commitment to diversity, retention and community support.
	
	
	
	
	
	

	Explanation of Rating: (i.e. What’s right or wrong? How to fix it? By when?):

	


Complete the leadership section only if this employee supervises and evaluates other employees.

	Leadership
	Does Not Meet Minimum Requirements
	Needs Improvement
	Meets Expectations
	Exceeds Expectations
	Exceptional
	N/A

	PERFORMANCE MANAGEMENT
Develop, manage and supervise employees.
	
	
	
	
	
	

	EMPLOYEE DEVELOPMENT

Facilitate employee’s development by setting and meeting goals.
	
	
	
	
	
	

	STRATEGIC LEADERSHIP
Facilitate department progress by setting & meeting goals.
	
	
	
	
	
	

	Explanation of Rating: (i.e. What’s right or wrong? How to fix it? By when?):

	


Evaluation Factors Defined at Length:

	Does Not Meet Minimum Requirements
	~ Job Performance and/or interpersonal relations do not meet acceptable standards and expectations.

~ Performance is having a negative impact on departmental effectiveness and/or productivity.  

~ Work is incomplete, must be performed by others, or is completed incorrectly; or interpersonal skills do not meet minimum requirements.

~ The employee needs supervision or coaching with most tasks. 

~ Employees assigned this rating should be given a performance improvement plan.  

~ Employees that do not improve could be dismissed.

	Needs Improvement
	~ Job Performance and/or interpersonal relations need improvement. 

~ Employee does not perform work in a timely or efficient manner. 

~ This employee is deficient in performing critical areas of their job and should show improvement in a time frame determined by the Supervisor.  

~ The employee needs supervision or coaching with most tasks.

~ Employees assigned this rating could be given a performance improvement plan or training may be essential.

~ Employees that do not improve could be dismissed.

	Meets Expectations
	~ Job Performance and interpersonal skills fully meet standards and expectations. 

~This employee is considered a stable and skilled performer by co-workers and immediate supervisor.  

~This employee needs supervision with new tasks but it is unnecessary with routine tasks.

	Exceeds Expectations
	~ All aspects of job performance and interpersonal skills clearly exceed job requirements.  

~ This employee is self-motivated.

~ The results achieved are better than other employees with the same duties and skills. 

~ The employee needs supervision only on new tasks.

~ This employee can assist and train other employees.

	Exceptional
	~ An exceptional rating is earned through work product and quality, not tenure and/or years of service.
~ Employee is a subject matter expert for all job requirements. 

~ Knowledge and interpersonal skills are outstanding. 

~ This employee can train and assist others. 

~ This individual suggests and initiates improvements/changes and through their own performance has materially enhanced the effectiveness of their department.  

~ Employee works independently


	
	*Does Not Meet Minimum Requirements
	*Needs Improvement
	Meets Expectations
	Exceeds Expectations
	Exceptional

	Overall Performance Level:
	
	
	
	
	

	Explanation of Rating:
	


*Supervisor must contact HR if employee’s overall performance level is “Does Not Meet Minimum Requirements” or “Needs Improvement”.

	Summary Discussion Points

	Additional Accomplishments:
	

	Employee’s Major Strengths in this Job:
	

	Areas Where Improvement Would Benefit Job Performance:
	

	

	
	
	Check this box if employee plans to attach comments.


	
	
	

	*Employee’s Signature
	Date

	
	
	

	Employee’s Name (printed)
	myWSU ID#

	
	
	

	Supervisor’s Signature
	Date

	
	
	

	Supervisor’s Name (printed)
	myWSU ID#

	**Note: Signature does not imply agreement with the content of the review. It only indicates the employee’s awareness of the information contained herein.


Make a copy for supervisor and employee.  Original signed document must be sent to HR, Campus Box #15.
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