Office of Human Resources
STAFF PERFORMANCE EVALUATION
Use this tool to complete the self-evaluation and supervisor evaluation of a staff member’s performance. 
Evaluation Information
Employee Name:				Employee ID #:		Year:			Evaluation Type:
Title:						Position #:
Department Name:				Department:

Major Responsibilities
These are the brief overview statements of work to be performed, found as general headings in the employee’s official UND Position Description.  Each responsibility is a significant requirement of the job derived from an analysis of the position. These statements should be imported into this tool under the “Major Duties/Responsibility” section. There is no need to import the specific tasks in each section, just the main statement of responsibility. If the employee has a flexible hybrid work arrangement (FWA) or remote worksite agreement, the evaluation and review of the agreement/arrangement will be documented as a major duty/responsibility on the document to adequately reflect the agreement.
Comments
Provide comments for each Major Responsibility to reflect how well the employee is performing and identify areas for improvement. Every section should include feedback, regardless of the rating.
Rating
Each area of Major Responsibility should have a rating correlating to the specific comments/examples provided:
Meets
The employee is performing as expected and there are no performance issues or concerns. This is what you were hired to do. It may also mean that they have exceeded expectations supported by detailed comments of how they went above and beyond their typically assigned duties. 
Does Not Meet
There are performance concerns regarding the execution of the assigned duties as related to their official position description.  The supervisor and employee must work with their Divisional Area HR Manager to develop a formal performance improvement plan (PIP) to improve the performance at issue if one is not already in place. The PIP must be discussed during the evaluation. PIPs will include goals detailing what developments will occur to assist the employee in being successful, which may be added to the employee’s annual goal and must be approved by the divisional HR Manager.



Major Duty and Responsibility #1						Supervisor Use Only
Meets
Does Not Meet






Employee Comments (Self-Evaluation):


Supervisor Comments:



Major Duty and Responsibility #2								Supervisor Use Only 
Meets
Does Not Meet






Employee Comments (Self-Evaluation):


Supervisor Comments:



Major Duty and Responsibility #3								Supervisor Use Only 
Meets
Does Not Meet






Employee Comments (Self-Evaluation):


Supervisor Comments:



Major Duty and Responsibility #4								Supervisor Use Only 
Meets
Does Not Meet






Employee Comments (Self-Evaluation):


Supervisor Comments:


Major Duty and Responsibility #5								Supervisor Use Only 
Meets
Does Not Meet






Employee Comments (Self-Evaluation):


Supervisor Comments:



Major Duty and Responsibility #6								Supervisor Use Only 
Meets
Does Not Meet






Employee Comments (Self-Evaluation):


Supervisor Comments:



Major Duty and Responsibility #7								Supervisor Use Only 
Meets
Does Not Meet






Employee Comments (Self-Evaluation):


Supervisor Comments:



Major Duty and Responsibility #8								Supervisor Use Only 
Meets
Does Not Meet






Employee Comments (Self-Evaluation):


Supervisor Comments:



Major Duty and Responsibility #9								Supervisor Use Only 
Meets
Does Not Meet






Employee Comments (Self-Evaluation):


Supervisor Comments:



Major Duty and Responsibility #10								Supervisor Use Only 
Meets
Does Not Meet






Employee Comments (Self-Evaluation):


Supervisor Comments:


Overall Comments								
Supervisor Comments:


Employee Comments:



Goal Development:
This section is for setting goals for the upcoming year.  Each goal should have a clear plan, measurable steps, and a specific due date.  Progress and completion of goals will be used to assist in evaluation of performance in the next year.
	Goal Statement 
(What’s to be accomplished)
	Plan to Complete
	Measurement of Completion
	Due Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Position Description Review:
The employee’s official UND Position Description must be reviewed by both the supervisor and employee to ensure that there have been no major changes in the past year.  The Position Description must be in the current, approved format. Departments must ensure the Office of Human Resources has the most current copy.  A PDF may be emailed to:  UND.annualevaluations@UND.edu.
The employee’s position description has been reviewed and;
☐It currently reflects the accountabilities and responsibilities of the position and is in the current approved format.
☐It has been revised (and is in the correct format) and will be sent to Human Resources for approval.
Signatures:
This performance evaluation has been discussed with me and I have had the opportunity to provide my input.  I understand that I may include a written statement and may attach any supporting document to the evaluation if I choose, and that these documents would be retained with this form in my personnel file.

____________________		______________	
Employee Signature			Date	

____________________		______________	                     ____________________		______________	
Supervisor Signature			Date				Reviewer Signature			Date	
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