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Rating Cycle Ending 2010
Performance Assessment Review 

Performance Factor Checklist Model 

Rowan University

Employee Name:



Title: 




Rating Period:  10/1/09 to 9/30/10
SSN:




Dept/Agency - Location:

Section 1 - Job Expectations and Evaluation
	Major Goals of the Unit/Work Group
	Major Goals of the Ratee

	
	

	I have reviewed this package and have had a face-to-face meeting with my supervisor to discuss the Major Goals of the Unit, Major Goals of the Ratee, Performance Factors, Essential Criteria, Point Accumulation Methodology, and the Evaluation Conversion to the Overall Rating by which I will be rated. This meeting was held on                                         (Date). 
My signature indicates that I have been advised of these PAR elements.
Ratee_______________________________________                                                                                                          

Date_______________________________________                                                                                                 
I                     Agree                     Disagree   with the elements of this PAR. 

	Ratee Comments                                                           



	My signature indicates that the Ratee’s positions have been noted.

Rater______________________________________                     

Rater (Print Name)___________________________        

Rater SS#__________________________________

Date______________________________________                                                                                                 
My signature indicates that the Ratee’s positions have been noted.

Reviewer  _________________________________      

Date______________________________________                                                               


	(Use Additional Sheets as Necessary)


	Section 1  - Job Expectations and Evaluation (Continued)



	Interim Evaluation

	Performance Factors


	Essential Criteria
Statement of conditions that exist when a job has been completed at the commendable level. 
	(1)

Failed to Achieve Essential Criteria
	(2)

Achieved Essential Criteria
	(3) Significantly Exceeded Essential Criteria

	Job Achievement Performance Factors

Factors that are directly related to the outputs of the job.

	1. Quality of Work
Overall extent to which Ratee thoroughly and accurately meets the quality criteria.
	Produced work that was acceptable and did not have to be redone.  Work produced did not have to be constantly checked.
	
	
	

	2. Quantity of Work
Overall extent to which employee produces an acceptable amount of work as defined in the quantity criteria.
	Completed all assignments necessary to meet goals.  Produced work comparable to the average for that position and department.
	
	
	

	3. Timeliness
Overall extent to which employee meets work schedules and specified deadlines.
	Met deadlines and schedules.  Consulted supervisor in advance when scheduling conflict or other factors arose to affect deadlines.  Followed department policy on work schedule.  Utilized time in an efficient manner.
	
	
	

	Job Related Performance Factors
Behaviors that support the overall performance of the job.

	4. Customer Service 

Identifies and meets customer (internal & external) needs. 

	Accurately assessed customer needs; provided necessary or requested service within acceptable timeframes requiring few corrections or revisions; sought customer feedback and expression of satisfaction with work product.  Occasionally sought alternative solutions. 
	
	
	

	5. Flexibility
Adapts behavior and work methods in response to changing conditions, new information, emergency situations and/or shifting priorities. 
	Demonstrated a capability to modify behavior in response to change.   Generally adapted to changing conditions and emergency situations.  Effectively performed work under varying conditions.  Adjusted work behaviors and methods to accommodate for multiple demands, shifting priorities, ambiguity and rapid change in work situations.
	
	
	

	6. Safety 
Contributes to a safe and secure working environment for self and others in the performance of the job functions and the delivery of services.

	Took specific steps to demonstrate safe work practices.  Anticipated potential safety issues and took action to alleviate them before a problem occurred.  Observed appropriate safety standards and minimized exposure to unsafe conditions for self and others.  Regularly demonstrated compliance with safety requirements and recommended measures to enhance safety whenever possible.  Set an example in demonstrating safety requirement.
	
	
	

	7. Self Management 

Sets well-defined and realistic courses of action to accomplish tasks or objectives; monitors own progress in order to achieve goals.
	Established and adhered to goals; planned and scheduled in order to complete tasks or objectives.  Prioritized work including multiple important tasks; modified and updated plans.  Occasionally had contingency plans; allocated proper amount of time and personal resources to activities.

	
	
	

	8. Teamwork 1
Works collaboratively in a group as a team member to accomplish stated goals.
	Supported the team in meeting or exceeding essential objectives.  Responsibly accomplished work assignments in support of team objectives.  Effectively cooperated with and contributed to help meet established team results.  Worked to encourage good performance from others.  Shared information in order to help team members accomplish goals. Encouraged other team members to be successful.
	
	
	

	Total Checks


	(Record the Total Number of Checks in Each  Column)
	


	


	

	Check Value Total
	(Multiply Total of Checks by Designated Number in Column)
	X1    
	X2  
	   X3

	Points Accumulated
	(Record Results of Column Multiplication)


	
	
	

	Total Points Accumulated
	(Total All Points Across All Columns)


	


	Section 1  - Job Expectations and Evaluation (Continued)



	Final Evaluation

	Performance Factors


	Essential Criteria
Statement of conditions that exist when a job has been completed at the commendable level.  
	(1)

Failed to Achieve Essential Criteria
	(2)

Achieved Essential Criteria
	(3) Significantly Exceeded Essential Criteria

	Job Achievement Performance Factors

Factors that are directly related to the outputs of the job.

	1. Quality of Work
Overall extent to which Ratee thoroughly and accurately meets the quality criteria.
	Produced work that was acceptable and did not have to be redone.  Work produced did not have to be constantly checked.
	
	
	

	2. Quantity of Work
Overall extent to which employee produces an acceptable amount of work as defined in the quantity criteria.
	 Completed all assignments necessary to meet goals.  Produced work comparable to the average for that position and department.
	
	
	

	3. Timeliness
Overall extent to which employee meets work schedules and specified deadlines.
	Met deadlines and schedules.  Consulted supervisor in advance when scheduling conflict or other factors arose to affect deadlines.  Followed department policy on work schedule.  Utilized time in an efficient manner.
	
	
	

	Job Related Performance Factors
Behaviors that support the overall performance of the job.

	4. Customer Service 

Identifies and meets customer (internal & external) needs. 

	Accurately assessed customer needs; provided necessary or requested service within acceptable timeframes requiring few corrections or revisions; sought customer feedback and expression of satisfaction with work product.  Occasionally sought alternative solutions. 
	
	
	

	5. Flexibility
Adapts behavior and work methods in response to changing conditions, new information, emergency situations and/or shifting priorities. 
	Demonstrated a capability to modify behavior in response to change.   Generally adapted to changing conditions and emergency situations.  Effectively performed work under varying conditions.  Adjusted work behaviors and methods to accommodate for multiple demands, shifting priorities, ambiguity and rapid change in work situations.
	
	
	

	6. Safety 
Contributes to a safe and secure working environment for self and others in the performance of the job functions and the delivery of services.

	Took specific steps to demonstrate safe work practices.  Anticipated potential safety issues and took action to alleviate them before a problem occurred.  Observed appropriate safety standards and minimized exposure to unsafe conditions for self and others.  Regularly demonstrated compliance with safety requirements and recommended measures to enhance safety whenever possible.  Set an example in demonstrating safety requirement.
	
	
	

	7. Self Management 

Sets well-defined and realistic courses of action to accomplish tasks or objectives; monitors own progress in order to achieve goals.
	Established and adhered to goals; planned and scheduled in order to complete tasks or objectives.  Prioritized work including multiple important tasks; modified and updated plans.  Occasionally had contingency plans; allocated proper amount of time and personal resources to activities.

	
	
	

	8. Teamwork 1
Works collaboratively in a group as a team member to accomplish stated goals.
	Supported the team in meeting or exceeding essential objectives.  Responsibly accomplished work assignments in support of team objectives.  Effectively cooperated with and contributed to help meet established team results.  Worked to encourage good performance from others.  Shared information in order to help team members accomplish goals. Encouraged other team members to be successful.
	
	
	

	Total Checks


	(Record the Total Number of Checks in Each  Column)
	


	


	

	Check Value Total
	(Multiply Total of Checks by Designated Number in Column)
	X1    
	X2  
	   X3

	Points Accumulated
	(Record Results of Column Multiplication)


	
	
	

	Total Points Accumulated
	(Total All Points Across All Columns)


	


Section 2  - Conversion to Overall Ratings 

	Interim  Rating

	1 - Unsatisfactory

(  8-12 Points)
	2 – Commendable

(  13-19 Points)
	3- Exceptional

(  20-24 Points)








    Interim Rating

	Final Rating

	1 - Unsatisfactory

(  8-12 Points)
	2 – Commendable

(  13-19 Points)
	3- Exceptional

(  20-24 Points)


       Final Rating

Section 3- Justification Sheet and Development Plan - Interim 
Justification for Interim Evaluation  




Interim Rating(
	Interim Development Plan

	Specific Area(s) Identified for Development
	Specific Action to be Taken by Ratee 

	
	

	I have reviewed Sections 1, 2 and 3 of this package and have had a face-to-face meeting with my supervisor to discuss the Interim Rating, Justification and Development Plan.  This meeting was held on

                                                                                                 (Date).     

My signature indicates that I have been advised of these PAR elements.

Ratee _______________________________________                                                                                         

Date________________________________________                                                                            
I                    Agree                      Disagree   with the Interim Rating.        

I                    Agree                      Disagree   with the Justification.

I                    Agree                      Disagree   with the Development Plan.

	Ratee Comments                                                                                                 

(Use Additional Sheets as Necessary)

	My signature indicates that the Ratee’s positions have been noted.
Rater ___________________________________                                                

Date ____________________________________                                                                                           

	My signature indicates that the Ratee’s positions have been noted.

Reviewer___________________________________                                                                               

Date_______________________________________                                                                                        


Section 4 - Justification Sheet and Development Plan - Final 
      Justification for Final Evaluation 800

     Final Rating(
	Final Development Plan

	Specific Area(s) Identified for Development
	Specific Action to be Taken by Ratee 

	
	

	I have reviewed Sections 1, 2 and 4 of this package and have had a face-to-face meeting with my supervisor to discuss the Final Rating, Justification and Development Plan.  This meeting was held on

                                                                                                (Date).                                                                                                                      

My signature indicates that I have been advised of these PAR elements.

Ratee ___________________________________                                                                                           

Date____________________________________                                                                                             

I                    Agree                      Disagree   with the Final Rating.           

I                    Agree                      Disagree   with the Justification.            

I                    Agree                      Disagree   with the Development Plan.  

	Ratee Comments                                                            

(Use Additional Sheets as Necessary)

	My signature indicates that the Ratee’s positions have been noted.
Rater ____________________________________                                                                                          

Date_____________________________________                                                                                            

	My signature indicates that the Ratee’s positions have been noted.

Reviewer___________________________________                                                                                

Date_______________________________________




Section 5 - Fact Sheet of Significant Performance Events

	Description of Significant Performance Event
	Rater Comments/Recommended Action

	
	Ratee Initials               Rater Initials             Date



	Description of Significant Performance Event
	Rater Comments/Recommended Action

	
	Ratee Initials               Rater Initials             Date



	Description of Significant Performance Event
	Rater Comments/Recommended Action

	
	Ratee Initials               Rater Initials             Date



	Description of Significant Performance Event
	Rater  Comments/Recommended Action

	
	Ratee Initials               Rater Initials             Date




	Ratee Comments: (Use Additional Sheets as Necessary) 



1
Please Make Copies and Distribute to Ratee, Reviewer and PAR Coordinator

