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Exempt Employee
Performance Evaluation and Planning Form
	Employee Name (Last, First)

     
	Employee Banner ID

     
	Employee Title

     

	Date Employed by NMSU

     
	Department
     
	Date Employed in this Position
     

	Evaluator Name (Last, First)

     
	Evaluator Banner ID

     
	Evaluator Title

     

	Evaluation Period
	Evaluation Type

	From:       
	To:       
	  Annual Performance   FORMCHECKBOX 

	     End of Probation   FORMCHECKBOX 

	   Other   FORMCHECKBOX 



Purpose:  The purpose of this form is to provide summary feedback to employees on their performance for the period and to provide goals and development plans for the coming year.  It is recommended that the Exempt Employee Self Assessment Form be used in assessing performance.

Instructions: Please complete each section of the form below. 

	Section 1: Evaluation of Past Year
	Section 2: Plan for Coming Year

	Section 1A:
Job Responsibilities     

Section 1B:
Expected Behaviors          
Section 1C:   Achievement of Goals
	Section 2A:
Goals for Coming Year

Section 2B:
Development Plan


	Section 1:  Evaluation of Past Period Performance

	Section 1A - Assessment of Job Responsibilities

	
	score
	Job Knowledge

	
	
	

	Fails to Meet Expectations
	1 FORMCHECKBOX 

	Demonstrates insufficient understanding of the job, and/or its purpose or impact on others.

	
	
	

	Needs Improvement
	2 FORMCHECKBOX 

	Demonstrates limited understanding of the job and/or its purpose or impact on others; inconsistent application of knowledge.

	Meets Expectations
	3 FORMCHECKBOX 

	Demonstrates understanding of job expectations.

	
	
	

	Exceeds Expectations
	4 FORMCHECKBOX 

	Displays solid job knowledge; contributes to the goals and mission of the department.

	
	
	

	Exemplary
	5 FORMCHECKBOX 

	Extremely knowledgeable; respected as a valuable resource; consistently contributes to the department's and College's mission.

	
	
	

	Comments:       

	
	score
	Productivity

	
	
	

	Fails to Meet Expectations
	1 FORMCHECKBOX 

	Often lags behind, has a backlog of work, or produces less than expected.

	
	
	

	Needs Improvement
	2 FORMCHECKBOX 

	Inconsistent in the volume of work produced and/or regularly produces somewhat less than expected.

	Meets Expectations
	3 FORMCHECKBOX 

	Regularly completes the expected amount of work.

	
	
	

	Exceeds Expectations
	4 FORMCHECKBOX 

	Completes regular assignments efficiently and is able to produce more than expected.

	
	
	

	Exemplary
	5 FORMCHECKBOX 

	Completes an impressive volume of work; continually seeks new ways of gaining efficiency.

	
	
	

	Comments:       


	
	score
	Quality of Work

	
	
	

	Fails to Meet Expectations
	1 FORMCHECKBOX 

	Errors or omissions are often evident; work frequently needs to be corrected, re-done or double checked.

	
	
	

	Needs Improvement
	2 FORMCHECKBOX 

	Errors and omissions occur more often than is acceptable; inconsistent quality of work.

	Meets Expectations
	3 FORMCHECKBOX 

	Is usually accurate and thorough in performance of duties; demonstrates concern for quality.

	
	
	

	Exceeds Expectations
	4 FORMCHECKBOX 

	Makes an extra effort to ensure that work is of the proper quality; double checks for accuracy if needed.

	
	
	

	Exemplary
	5 FORMCHECKBOX 

	Work is unfailingly of high quality; errors or omissions are extraordinarily rare.

	Comments:       
	

	
	score
	Initiative

	
	
	

	Fails to Meet Expectations
	1 FORMCHECKBOX 

	Often needs guidance, direction or reminders regarding work.

	
	
	

	Needs Improvement
	2 FORMCHECKBOX 

	Occasionally fails to follow through on tasks or seek the necessary guidance.

	Meets Expectations
	3 FORMCHECKBOX 

	Follows through to meet schedules, goals, or deadlines with minimum supervision.

	
	
	

	Exceeds Expectations
	4 FORMCHECKBOX 

	Completes work independently; rarely needs reminders or guidance to complete regular tasks; seeks additional skills, information, etc. to ensure high quality.

	
	
	

	Exemplary
	5 FORMCHECKBOX 

	Takes responsibility for all aspects of job; exhibits creativity in seeking out improvements or enhancements to work.

	
	
	

	Comments:       

	
	score
	Use of Resources

	
	
	

	Fails to Meet Expectations
	1 FORMCHECKBOX 

	Demonstrates lack of attention to resource management, or excessive attention which may hinder quality or productivity of department.

	
	
	

	Needs Improvement
	2 FORMCHECKBOX 

	Occasionally demonstrates inadequate or inappropriate attention to resource management (either inattention or excessive attention).

	Meets Expectations
	3 FORMCHECKBOX 

	Is knowledgeable about equipment, materials, processes, and other available resources. Operates within budgetary constraints.

	
	
	

	Exceeds Expectations
	4 FORMCHECKBOX 

	Frequently seeks enhancements that will improve productivity without creating unnecessary expenses; effectively balances operating needs with budgetary constraints

	
	
	

	Exemplary
	5 FORMCHECKBOX 

	Maintains significant and up-to-date knowledge about available resources; continually seeks improvements and efficiency, as well as constructive cost reductions.

	
	
	

	Comments:       

	
	score
	Continuous Improvement

	
	
	

	Fails to Meet Expectations
	1 FORMCHECKBOX 

	Fails to cooperate in initiatives to improve work processes.  

	Needs Improvement
	2 FORMCHECKBOX 

	Inconsistent in participation or cooperation necessary to improve work processes; appears to be inflexible in response to new or improved work processes.

	Meets Expectations
	3 FORMCHECKBOX 

	Cooperates or participates in initiatives to improve work processes.

	Exceeds Expectations
	4 FORMCHECKBOX 

	Fully participates in initiatives to improve work processes. Demonstrates flexibility in response to new or improved work processes.

	Exemplary
	5 FORMCHECKBOX 

	Shows initiative by making suggestions that lead to improved work processes.  Seeks creative and better ways of doing things.

	Comments:       
	


Enter Total Score for Section 1A: Job Responsibilities:   
	Section 1B - Assessment of Expected Behaviors

	
	score
	Customer Service/Focus

	
	
	

	Fails to Meet Expectations
	1 FORMCHECKBOX 

	Fails to recognize the importance of service.  Consistently shows lack of concern and courtesy. Fails to offer assistance in response to customer service needs.

	Needs Improvement
	2 FORMCHECKBOX 

	Occasionally demonstrates a lack of concern and courtesy; inconsistent in demonstrating responsiveness to customer needs.

	Meets Expectations
	3 FORMCHECKBOX 

	Consistently demonstrates concern and courtesy.   Regularly demonstrates an understanding of the issues and service needs of the customer.

	Exceeds Expectations
	4 FORMCHECKBOX 

	Actively seeks opportunities to provide quality service. Effectively identifies service needs and responds appropriately.

	Exemplary
	5 FORMCHECKBOX 

	Extremely professional and positive in providing service even when dealing with difficult situations.  Teaches others how to deal effectively and positively with customer service needs.

	Comments:      
	

	
	score
	Problem Solving

	
	
	

	Fails to Meet Expectations
	1 FORMCHECKBOX 

	Occasionally exhibits poor judgment or has difficulty in making routine decisions.

	
	
	

	Needs Improvement
	2 FORMCHECKBOX 

	Occasionally exhibits poor judgment or fails to bring concerns to a higher authority when appropriate.

	Meets Expectations
	3 FORMCHECKBOX 

	Demonstrates good judgment in resolving routine problems; brings concerns to higher authority when appropriate.

	
	
	

	Exceeds Expectations
	4 FORMCHECKBOX 

	Uses sound judgment and effective use of resources in resolving problems; demonstrates good understanding of the larger issues related to the problem or concern.

	
	
	

	Exemplary
	5 FORMCHECKBOX 

	Makes effective decisions or recommendations; demonstrates an ability to understand and approach a problem from various viewpoints. Takes appropriate initiative in trying to resolve problems.

	
	
	

	Comments:       

	
	score
	Interpersonal Relations

	
	
	

	Fails to Meet Expectations
	1 FORMCHECKBOX 

	May appear unwilling to cooperate, unprofessional or negative in communications with others; may show insensitivity to diversity

	
	
	

	Needs Improvement
	2 FORMCHECKBOX 

	Communication occasionally seems negative or unprofessional; sometimes appears to be uncooperative and shows an occasional lack of sensitivity to diversity.

	Meets Expectations
	3 FORMCHECKBOX 

	Consistently communicates with others in a professional, pleasant and cooperative manner; works effectively with co-workers and others and understands the value of diversity in College community.

	
	
	

	Exceeds Expectations
	4 FORMCHECKBOX 

	Regularly demonstrates willingness to compromise and is understanding of others’ viewpoint and is able to communicate value of diversity to others.

	
	
	

	Exemplary
	5 FORMCHECKBOX 

	Extremely professional and positive in communications and working relationships with all constituents; regularly promotes diversity and helps others to value diversity.

	
	
	

	Comments:      

	
	score
	Teamwork

	
	
	

	Fails to Meet Expectations
	1 FORMCHECKBOX 


	Does not share information or expertise with others when needed.  May help direct team members but does not cooperate with other teams or departments.



	Needs Improvement
	2 FORMCHECKBOX 

	Frequently fails to share information or expertise when needed; usually cooperative with direct team members but does not cooperate with other teams or departments.

	Meets Expectations
	3 FORMCHECKBOX 


	Communicates openly and respectfully when addressing problems with other team members.  Shares information and expertise to help achieve team goals.

	Exceeds Expectations
	4 FORMCHECKBOX 


	Willingly accept accountability for team success.  Help keep team performance and morale even during periods of increased pressure or heavy workload.

	Exemplary
	5 FORMCHECKBOX 


	Puts team success ahead of personal success.  Puts NMSU’s success ahead of department or business team success.  Coaches less experience members and motivates them to achieve common goals.

	Comments:       

	
	score
	Collaboration

	
	
	

	Fails to Meet Expectations
	1 FORMCHECKBOX 

	Performs tasks in isolation. Gives little consideration to how decisions and actions impact others.

	
	
	

	Needs Improvement
	2 FORMCHECKBOX 

	Occasionally initiates collaborative efforts; sometimes gives consideration to how decisions and actions impact others.

	Meets Expectations
	3 FORMCHECKBOX 

	Consistently discusses and works within the department to organize and complete assigned tasks.

	
	
	

	Exceeds Expectations
	4 FORMCHECKBOX 

	Initiates collaboration with others and gives full consideration to how decisions and actions impact others on and off campus.

	
	
	

	Exemplary
	5 FORMCHECKBOX 

	Initiates successful collaboration on a university-wide basis and promotes connections with groups outside the university whenever beneficial.

	
	
	

	Comments:       

	
	score
	Professional Ethics

	
	
	

	Fails to Meet Expectations
	1 FORMCHECKBOX 

	May initiate or spread unsubstantiated rumors. Occasionally misleading or dishonest. May violate specific ethic code of the profession.

	
	
	

	Needs Improvement
	2 FORMCHECKBOX 

	May not always handle confidential information appropriately; may stretch the boundaries of professional ethics.

	Meets Expectations
	3 FORMCHECKBOX 

	Handles confidential information appropriately. Is honest and trustworthy. Consistently follows professional codes of ethics.

	
	
	

	Exceeds Expectations
	4 FORMCHECKBOX 

	Is ethical in words and actions even in difficult situations. Promotes ethics and ethical decision-making in others.

	
	
	

	Exemplary
	5 FORMCHECKBOX 

	Always makes ethical decisions. Promotes and initiates the development of ethical standards within given profession.

	
	
	

	 Comments:       


Enter Total Score for Section 1B: Expected Behaviors:   
	Section 1C - Assessment of Achievement of Goals

	Goal 1:       

	1 FORMCHECKBOX 

Fails to Meet Expectations
	2 FORMCHECKBOX 

Needs Improvement
	3 FORMCHECKBOX 

Meets Expectations
	4 FORMCHECKBOX 

Exceeds Expectations
	5 FORMCHECKBOX 

Exemplary

	
	
	
	
	

	
	
	
	
	

	 Comments:       

	Goal 2:       

	1 FORMCHECKBOX 

Fails to Meet Expectations
	2 FORMCHECKBOX 

Needs Improvement
	3 FORMCHECKBOX 

Meets Expectations
	4 FORMCHECKBOX 

Exceeds Expectations
	5 FORMCHECKBOX 

Exemplary

	
	
	
	
	

	
	
	
	
	

	 Comments:       

	Goal 3:       

	1 FORMCHECKBOX 

Fails to Meet Expectations
	2 FORMCHECKBOX 

Needs Improvement
	3 FORMCHECKBOX 

Meets Expectations
	4 FORMCHECKBOX 

Exceeds Expectations
	5 FORMCHECKBOX 

Exemplary

	
	
	
	
	

	
	
	
	
	

	 Comments:       

	Goal 4:      

	1 FORMCHECKBOX 

Fails to Meet Expectations
	2 FORMCHECKBOX 

Needs Improvement
	3 FORMCHECKBOX 

Meets Expectations
	4 FORMCHECKBOX 

Exceeds Expectations
	5 FORMCHECKBOX 

Exemplary

	
	
	
	
	

	
	
	
	
	

	 Comments:       

	Goal 5:       

	1 FORMCHECKBOX 

Fails to Meet Expectations
	2 FORMCHECKBOX 

Needs Improvement
	3 FORMCHECKBOX 

Meets Expectations
	4 FORMCHECKBOX 

Exceeds Expectations
	5 FORMCHECKBOX 

Exemplary

	
	
	
	
	

	
	
	
	
	

	 Comments:       


Enter Total Score for Section 1C: Achievement of Goals:   
	Overall Evaluation Score

	Insert Total Score for 1A:    
Insert Total Score for 1B:    
Insert Total Score for 1C:    
                       Total Score:    
	Sections for 1A: 6
Sections for 1B: 6

Sections for 1C:   (Number of goals)

  Total Sections:   

	Take the Total Score and divide it by Total Sections, 

then multiply by 2 below to get the overall score.
_     _   /   _     _     = _     _ x  2  = _     _
     Total                  Total                   Average                      Overall          

     Score                Sections                  Score                      Evaluation 
                                                                                            Score (round 2 decimals)


	Section 2:  Development Plan for Coming Year


	Section 2A - Goals for Coming Year
Goals are activities outside of regular job duties that are based on, and linked to, the needs and direction of the department in support of the University’s mission and goals

	Unit/Division Goals:       

	Individual Goal
	Description and Measures

	1.        
	     

	2.       
	     

	3.       
	     

	4.       
	     

	5.       
	     

	Section 2B – Development Plan
Identifies the area of improvement, skill or behavior needed to perform the current job


	Areas for Development 
	Describe Development Activities 

	1.       
	     

	2.       
	     

	Follow Up Review Date (required if development items indicated):       


	Employee Comments Related to Performance Evaluation:


	Signatures


	Signature denotes that you have discussed, read and understand all the comments on this Performance Evaluation and Planning form.  Your signature does not imply that you totally agree or disagree with the comments given.  


Employee's Signature








Date

Supervisor's Signature








Date








__________________






Next Level Supervisor (Signature)
                                      (Print Name)



Date

Human Resource Services


Employee & Management Services


New Mexico State University


MSC 3HRS, Box 30001


Las Cruces, NM 88003-8001


Phone: (575) 646-2449


Fax: (575) 646-4556





Rating Scale for Overall Evaluation Score:


1.00 – 2.55 = Fails to Meet Expectations


2.56 – 4.55 = Needs Improvement


4.56 – 6.55 = Meets Expectations


6.56 – 8.55 = Exceeds Expectations


8.56 – 10.00 = Exemplary








PAGE  

