THE UNIVERSITY OF NORTH CAROLINA AT PEMBROKE

EPA Non-Teaching Performance Evaluation Report
Human Resources Policy HR 88 00 Revised April 2008
Purpose:  This policy is established to provide a process for evaluating the performance of EPA Non-Teaching personnel.

Scope:  Applies to all EPA Non-Teaching employees.

	Employee’s Name:
	
	Evaluation Period Ending:
	

	

	Position Title:
	
	Department:
	


INSTRUCTIONS:

1.    An annual evaluation should be conducted on all EPA Non-Teaching employees by June 1.  The supervisor will review the evaluation draft with the Vice Chancellor/Chancellor prior to scheduling the employee meeting.
2. The supervisor should review the employee’s performance criteria in Section II and rate each item using the rating scale in Section I.

3. Section III – The supervisor should complete this section to define special projects or accomplishments by the employee in the current performance period.

4. Section IV – A strategic plan to meet the goals and objectives of the unit or division should be completed by the supervisor and employee. 

5. Section V – Any comments necessary by the Supervisor should be placed in this section.

6. Section VI – Any comments necessary by the Employee should be placed in this section.

7. Section VII – Overall rating by the Supervisor should be placed in this section.

8. The Supervisor should review the performance with the employee, sign the evaluation form, obtain the signature of the employee, and share a copy with the employee.

9. A copy of the completed evaluation should be filed with the respective Vice Chancellor/Chancellor.

a. The following “Managerial Performance Criteria” are factors that have been determined to be a   necessary part of the skill makeup of all managers at The University of North Carolina at Pembroke.

The Manager and the reviewing administrator are to review the performance factors listed in this section and determine how successfully the manager has used these skills in accomplishing the goals and objectives as stated in the Individual Action Plan, and in assisting the department in moving forward towards the accomplishment of the University, division, and department mission.

KEY

S
=
Superior – Has performed at a superior level on a particular project or

performance factor during the past review period.

E
=
Excellent – Performs at an excellent skill level and is encouraged to continue 

his/her efforts.

A
=
Acceptable – Performs at an acceptable skill level and should continue to

upgrade skills in this area.

U
=
Unacceptable Performance – Requires immediate improvement.  A

supplementary evaluation will be scheduled during the next 3 – 6 months to

appraise progress in these areas.                                                        

	MANGERIAL PERFORMANCE CRITERIA

Please check the appropriate box to the right of each factor.

	PERSONAL PRODUCTIVITY:
	S
	E
	A
	U

	1. Quality:  Satisfies established standards of output of work product that matches manager’s job knowledge.
	
	
	
	

	2. Job Skill Level:  Operates consistently at skill level according to knowledge, skills and ability, and time in position.
	
	
	
	

	3. Meets Deadlines:  Completes assignments within time constraints while ensuring that quality and job skill levels are maintained.           
	
	
	
	

	4. Planning & Organizing:  Develops and evaluates course(s) of action with realistic objectives and time frames.  Allows for external factors that may cause disruption of normal workflow.
	
	
	
	

	5. Cost Control:  Understands fiscal constraints of departmental budget and acts accordingly.
	
	
	
	

	INTERPERSONAL SKILLS:
	S
	E
	A
	U

	6. Decision Making:  Makes decisions when appropriate and takes responsibility for them; avoids deferral of delegated responsibility.
	
	
	
	

	7. Problem Solving:  Diagnoses problems accurately and recommends or implements effective solutions when appropriate.  Documents analyses and assists others in learning process.
	
	
	
	

	8. Oral Communication:  Maintains or enhances the self-esteem of others, listens and responds appropriately to supervisor, peers, and subordinates.  Transmits information clearly.  Answers inquiries accurately.
	
	
	
	

	9. Written Communication:  Produces concise reports, memos, and other written documents in a manner reflective of an institution of higher education.
	
	
	
	

	10. Training & Development:  Improves job performance through training and seeks opportunities for growth through special assignments.  Accepts assignments to train subordinates, peers, and others when requested.
	
	
	
	

	11. Team Building:  Stresses and develops cooperation among co-workers, interactions with students, off-campus vendors, customers, other state and local agencies, etc.
	
	
	
	

	12. Project Leadership:  Gives clear directions, explains reasons for decisions, solicits co-worker input in order to maximize results.
	
	
	
	

	PERSONAL RESPONSIBILITIES:
	S
	E
	A
	U

	13. Safety Practices:  Maintains a clean, safe, accident-free work environment.  Adheres to all safety regulations and guidelines.
	
	
	
	

	14. Professional Conduct:  Promotes, supports, and adheres to all State of North Carolina, UNC, and UNCP policies, procedures, and other approved guidelines.
	
	
	
	

	15. Job Performance:  Present at work during regular business hours each work day unless approved for off-campus business related work activities.
	
	
	
	

	16. Professional Development:  Strives to improve own personal level of competence, keeps abreast of new developments, and continues educational pursuits.
	
	
	
	

	17. Other:  To be determined jointly by Evaluator and Manager.
	
	
	
	


III.  Comments on Action Plan/Special Projects/Accomplishments:

	

	

	

	

	


IV. Action Plan for next Performance Evaluation period:

	

	

	

	

	


 V.   Supervisor’s Comments:

	

	

	

	

	


VI.   Employee’s Comments:

	

	

	

	

	


VII. Check overall evaluation:

	
	
	Superior
	
	Excellent
	
	Acceptable
	
	Unacceptable

	

	Employee:
	
	Date:
	

	

	Supervisor:
	
	Date:
	

	

	Department Head:
	
	Date:
	

	(if applicable)




















4-10-2008

