SARAH LAWRENCE COLLEGE

Employee Performance Review
The purpose of the annual performance review is to provide praise, encouragement, and constructive feedback, and to set goals to support staff professional development.  The review process affords an important opportunity to discuss the employee’s accomplishments during the prior year and to clarify expectations, understand challenges and to develop a plan for the coming year’s priorities.  

The performance review process should be a thoughtful and deliberate one, with supervisors reviewing the previous year’s evaluation, reflecting on important milestones and challenges throughout the year, and developing forward-looking, specific goals in partnership with the employee.   Staff will be provided with the option, and should be strongly encouraged to complete an  Employee Self-Assessment Worksheet, where they can summarize their strengths, challenges, accomplishments and future goals. Supervisors should consider the feedback provided on this form in their development of the employee’s performance review.
When describing an area for improvement it is important that supervisors be specific about their expectations in that area.  Staff should receive a copy of their performance evaulation, in advance of the scheduled review discussion.  

Upon completion of the review discussion, the employee is invited to make a written comment at the end of the form.  The evaluation must be signed by the supervisor(s) and the employee prior to sending it to Human Resources.  Remember to keep a copy for your files.

SARAH LAWRENCE COLLEGE

EMPLOYEE  PERFORMANCE REVIEW 

Name: _____________________________    Date of Evaluation: __________

Title: ______________________________
Department: _________________________

Supervisor: __________________________
......................................……………………………………………………………................................... .
FOR COMPLETION BY SUPERVISOR
1. Please write a brief statement, which characterizes the employee’s overall performance.  

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________
____________________________________________________________

2. What strengths has the employee demonstrated in context of their work at the College? Please be specific and illustrate by examples.

____________________________________________________________

____________________________________________________________

____________________________________________________________

3. What challenges has the employee experienced in the context of their work at the College?  Please be specific about how performance can be improved/elevated and illustrate by examples. 

____________________________________________________________

____________________________________________________________

____________________________________________________________

EMPLOYEE PERFORMANCE REVIEW (CONT.)
4. Has there been any marked change in performance since the last evaluation?    

If yes, explain: ____________________________________________________________

____________________________________________________________

____________________________________________________________

5. Reflect on the goals set during the last performance review process and whether they have been accomplished or require continued attention.

____________________________________________________________


____________________________________________________________

____________________________________________________________

OVERALL EVALUATION—Please check one
____Excepti0nal
Performance noticeably and significantly exceeded expectations and made a unique contribution to the achievement of institutional or area objectives. Employee is easily recognized as a top performer and demonstrates high level capabilities and proactively takes on higher levels of responsibility (typically awarded to less than 10% of employees)

____Consistently Exceeded Expectations
Performance consistently exceeded the College’s standards and expectations. Employee is widely recognized as a strong and valued contributor, and demonstrates high levels of effort, effectiveness and judgment with limited or no supervision

____Consistently Met Expectations
Performance consistently met the College’s standards and expectations and is reflective of a fully qualified and experienced individual in this position. Employee is considered reliable and successful in performance of their responsibilities

____Needs Improvement/Inconsistent
Performance sometimes met, but did not consistently meet, position expectations.  One or more areas of concern have been identified and communicated with the employee

___Unsatisfactory
Performance was below expectations in essential areas of responsibility and shows little or no improvement with supervisory feedback. Knowledge, skills, abilities and attributes have not been demonstrated at appropriate levels.
FOR COMPLETION IN DISCUSSION WITH EMPLOYEE

1. Based upon the discussion of the performance review and/or the review of the Performance Review Worksheet submitted by the employee, what are the highest priority goals for the coming year?
__________________________________________________________


__________________________________________________________

__________________________________________________________

__________________________________________________________

2. What have you identified as areas of interest for continued professional development and what steps will be taken to pursue this professional development?
__________________________________________________________
__________________________________________________________

__________________________________________________________

__________________________________________________________

FOR COMPLETTION BY THE EMPLOYEE (OPTIONAL)

Remarks:  The person being evaluated may choose to comment here or on an additional sheet

____________________________________________________________

____________________________________________________________

____________________________________________________________
____________________________________________________________

____________________________________________________________

Supervisor's Signature __________________________         Date ___________

Employee's Signature ___________________________        Date ___________

