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SCHOOL OF MEDICINE

PERFORMANCE APPRAISAL FORM


	Additional performance appraisal resources are located on the Human Resource Group (HRG) website at http://hrg.stanford.edu/.

	Name
	
	
	Position Title
	

	Department/School
	
	
	Supervisor(s)
	

	Period of Evaluation
	
	
	
	

	I. A. COMPETENCIES
	Comment and or/give examples of the employee’s performance in the following: 

	Builds and Maintains Relationships
	

	Communicates Effectively
	

	Drives Quality and Excellence
	

	Additional Competency, if desired:
	

	I. B. COMPLIANACE
	Met
	Not Met

	Compliance and Health & Safety
	
	

	Attendance
	
	

	I. C. RESPONSIBILITIES & GOALS:  ACHIEVEMENTS: List FY15 job achievements.

	

	

	I. D. RESPONSIBILITIES & GOALS:  CHALLENGES: List FY15 job challenges.

	

	


	II. OVERALL EVALUATION AND SUPERVISOR COMMENTS:
	OVERALL RATING:

( E   ( EE   ( ME

( GN   ( DM
*See next page for rating definitions. 

	III. EMPLOYEE COMMENTS & FEEDBACK TO SUPERVISOR:




	IV. EMPLOYEE AND SUPERVISOR MUTUALLY ESTABLISH PERFORMANCE GOALS FOR NEXT YEAR (FY16): 

	1. 

	2.   

	3.   


	V. SET CAREER DEVELOPMENT GOAL(s) (optional): 

	1. 

	2. 

	3. 


	VI. SIGNATURES: Your signature indicates neither agreement nor disagreement with the evaluation, but it does indicate that you have read the evaluation and it has been discussed with you.

	Employee Signature: 
	
	Date:
	

	Supervisor(s) Signature:
	
	Date:
	

	Manager Signature: (optional)
	
	Date:   
	


	FINAL REVIEW
RATINGS
	Exceptional • Performance consistently exceeds most or all objectives and expectations. Notable, visible and excellent contributions are widely recognized in the organization. Produces high impact results beyond role and team, and demonstrates behaviors beyond the competency expectations. 

EXCEEDS EXPECTATIONS • Performance consistently meets and often exceeds all objectives and expectations. Produces or exceeds expected results while demonstrating behaviors within and often beyond the competency expectations. Solid contributions are recognized in the organization.

MEETS EXPECTATIONS • Performance meets most or all objectives and expectations. Produces expected results that meet the needs and expectations of the role and for the team.  Models behaviors within the competency expectations.

GROWTH NEEDED •  May have met some performance objectives but has not yet met all performance objectives and behavioral expectations. Improvement and/or growth is needed. Manager to differentiate in Comments section between: 
Learning = New to role or position (greater than 6 months) with additional learning required.  
Performance = Immediate improvement is needed due to inconsistent performance and/or behavior.
DOES NOT MEET EXPECTATIONS • May have met some performance objectives, but overall fails to meet performance and behavioral expectations.  Immediate action is required to improve performance 
and/or behavior.



	I.  A. COMPETENCIES

	1. Builds and Maintains Relationships: Forges synergies and encourages cooperation when building and developing teams; demonstrates appropriate interpersonal skills; uses networks effectively; establishes and maintains productive work relationships with clients and colleagues; is effective at getting things done through formal and informal channels, has a positive working relationship with most peers and clients; nurtures relationships that support the mission of the university.


	2. Communicates Effectively: Presents information and ideas in a thoughtful and compelling manner; is clear and concise in oral and written communications; shares information freely; speaks openly and honestly while fostering an atmosphere of mutual respect; able to communicate effectively to diverse groups; is a receptive listener who consults and seeks input from others; is influential and persuasive when appropriate; seeks to understand the differing sides of each situation; understands the potential of emerging communications technology and uses it to achieve objectives.



	3. Drives Quality and Excellence: Demonstrates the ability and commitment to deliver high quality work; consistently completes assignments in an accurate and thorough manner; effectively uses feedback to improve the quality of work; is attentive to detail; continuously looks for ways to be more efficient; is committed to demonstrating personal excellence; understands and internalizes the university's quest for excellence.


	4. Additional Competency, if desired (see Performance Management tab at http://hrg.stanford.edu/ for list of additional competencies)
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