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Purpose, Goals, and Objectives
The primary purposes of the performance appraisal system are to:

· Maximize the effectiveness of the people who work at the University. 

· Help meet the goals and objectives of Pacific Lutheran University. 

· Assist in creating a workplace environment that promotes the dignity and job satisfaction of the individual.  

The appraisal process does so by providing individuals with periodic, standardized and objective evaluation of job performance.

The performance appraisal is intended to benefit you and the University by attaining the following objectives:


Promoting open communication.


Providing feedback to improve performance.


Acknowledging positive performance.


Reviewing/updating expectations of the position for current applicability.


Identifying training needs and opportunities for personal and professional development.


Developing information about individual performance that is pertinent to decisions regarding salary, promotion, and termination.


Identifying issues that can be mutually addressed by employees and evaluators, providing positive solutions, and monitoring the results.


Establishing goals and objectives to be attained before the next review period.

Frequency of Performance Appraisal
Regular performance appraisals for all employees are normally to be completed annually on or near the employee’s anniversary date of hire.  For new exempt and nonexempt employees, an initial performance appraisal is usually completed upon the conclusion of the first three months of employment, which is considered to be an introductory period.

Upon your request to your evaluator (who normally is your supervisor), a special appraisal is to be completed within approximately ten working days of the request.  Supervisors may also give special appraisals, outside of the regular schedule, if a need arises. 

Preparation for the Appraisal Meeting
To encourage active participation in the appraisal process, both you and your evaluator fill out draft performance appraisal worksheets.  You should discuss these drafts during a meeting, after which a final performance appraisal form is prepared by your evaluator.

You and your evaluator should each have a copy of your current job description.  If you don’t, request a copy from your evaluator.  Your evaluator will make an appointment with you for a meeting at a mutually convenient place and time.

1. Approximately one week prior to the meeting, your evaluator will give you a performance appraisal worksheet (draft performance appriasl form).  You should then complete and bring a draft self-evaluation with you to the meeting.  Complete the draft with a copy of your job description in hand.  This will enable you to more effectively compare job performance with job expectations and to point out necessary revisions of the job description.

2. A rating of “Meets Standards” is to be considered normal, and ratings of “Far Exceeds Standards” or “Needs Improvement” must be explained on the form.  “Meets Standards” and “Above Standards” may be explained.  Comments should be as specific as possible and stated in constructive terms.

3. After the meeting, your evaluator completes a final performance appraisal form that is presented to you for review and signature.  After you sign the appraisal form, a copy will be made for you.  The original is forwarded to your evaluator’s supervisor, and then to Human Resource Services.

What to Expect From the Appraisal Meeting


Probably the most crucial part of the entire appraisal process is the meeting.  The appraisal meeting is intended to be a constructive conversation in which you and your evaluator communicate openly about your work performance.  At its best, it is a two-way communication and geared toward the future, providing you an objective review of your work and ways for you to explore strengthening your performance.


The following are a few “tips” to consider before the performance appraisal meeting:


TRY TO BE AT EASE:  Remember that the intent is to communicate.  Be an attentive listener and try to “hear” what your evaluator is really saying.


PARTICIPATE IN THE CONVERSATION:  Be an active participant in the process.  This is not an inquisition, and your evaluator is eager to hear what you have to say.


LISTEN TO THE POSITIVE:  Your evaluator will highlight your strengths, so be receptive.  If there are improvements to be made, consider the ways to use your strengths to implement the improvements.


Example:


Your evaluator recognizes your strong organizational skills and appreciates your ability to implement a project and see it through to its completion.  An area that is suggested for improvement, however, is your flexibility and adaptability.  So on your next project, when you are planning goals and time lines, you might consider incorporating (planning) time for an unforeseen emergency.  This allows you to be both organized and flexible.


PRESENT YOUR CASE:  If you disagree with your evaluator’s rating, present evidence for yourself.  Be specific and use concrete evidence either during the meeting or in your written response.


STAY CALM:  Think of the appraisal meeting as a “focused conversation.”  If you disagree with your evaluator, avoid becoming confrontational, argumentative or defensive.  If you and your evaluator are heading in this direction, request a postponement or a temporary recess of the meeting.


TRY TO BE OBJECTIVE:  If your evaluator makes suggestions about your work performance or behavior on the job, be aware that she/he is not questioning your value as a person.  When listening to your evaluator’s suggestions, be objective and try not to personalize what is being said.  It is your work performance that is being evaluated, not you as an individual.

     Setting Goals to Enhance Performance


Your job description may not cover all of the special projects you undertake or address all of the specific duties you may have.  Therefore, it is important that you and your supervisor work together to specify additional performance goals, solutions, methods of measurement, and time lines for implementation.  Well-written goals meet the following criteria:

· SPECIFIC - The goal spells out the who, what, when, where, and how of the desired level of performance.  The expected standard of performance should be put in writing.

· PERTINENT - The goal should be clearly related to the job performance.  Both you and your evaluator should agree that it is an issue of importance.

· ATTAINABLE - It should be possible to perform at the level of the agreed-upon expectation.

· MEASURABLE - What will be measured is whether or not the desired level of performance has been achieved.  Measures usually involve one or more of the following: quantity, quality, time, etc.

· OBSERVABLE - The performance or result of the performance will be easily recognized.

· SUPPORTED - If additional training, workshop participation, or other needed support is necessary to attain the goal, it has been requested or somehow communicated between you and your evaluator.

Completing the Final Appraisal Form

1. Normally within five working days of the meeting, or as soon thereafter as possible, the evaluator will personally complete, sign and date the final appraisal form and present it to you for your signature.  Your signature indicates only that you have participated in the process and received a copy of the final appraisal.  The final appraisal form consists of the final rating in each category of the worksheet along with appropriate explanations/ documentation, and will be included in your personnel file.  The agreed-upon goals should also be recorded.

2. You are encouraged, though not required, to comment upon the final appraisal in writing.  You may request a five-day period to prepare a written response to the final appraisal.

3. A copy of the final appraisal, signed by you and your evaluator and including any written comments by you, is forwarded to the evaluator’s supervisor for final review and signature.  You and your evaluator should also keep a copy of the final appraisal and any comments that you have prepared.

4. The evaluator’s supervisor may comment upon the performance or appraisal of any employee.  In cases where this prerogative is exercised, the supervisor will provide both you and your evaluator with a copy of any such comments within approximately five working days of receipt of the appraisal.  A copy will also be included in your personnel file.

5. If you disagree with your final appraisal, you may request a meeting with your evaluator’s supervisor to discuss your evaluation.  This request should be made within in writing within five working days of the appraisal meeting with your evaluator.  The meeting should be held within approximately five working days of the request.  Your evaluator’s supervisor should comment in writing within five working days about the outcome of your meeting.  Copies of such comments will be provided to you, your evaluator and retained in your personnel file.

Performance Appraisal Records and Access

The information contained in the performance appraisal is regarded as confidential.  Upon completion of the appraisal procedure, the final performance appraisal form will be placed in your personnel file in Human Resource Services, and any drafts will be destroyed.

Your evaluator will also keep a copy for his/her information.  Subsequent access to these and other personnel records shall be limited to the employee, evaluator, and/or other appropriate supervisory personnel.

Upon termination of employment, performance appraisals and letters of recommendation, if any, will be retained in the former employee’s permanent file maintained in Human Resource Services.  

Appraisal Checklist for Employees

Following is a brief list of the steps regarding your participation in the performance appraisal process:

	(
	1.  Throughout the year, keep an ongoing log of your accomplishments or outstanding performance (projects completed, workshops attended/given, new programs developed and implemented, commendations received.



	(
	2.  Review your job description.



	(
	3.  One week before the appraisal meeting you should receive the performance appraisal worksheet.  Complete the worksheet and bring it with you to your meeting.



	(
	4.  During your appraisal meeting be prepared to discuss:

· Your job description.

· Your accomplishments since your previous evaluation.

· Your ratings and your evaluator’s ratings of your job performance.

· Your strengths and areas for improvement or development as you see them.

· Future job performance goals and time lines.



	(
	5.  Normally within five working days of the meeting, your evaluator will personally hand-write or type the final performance appraisal form and present it to you for your signature.  Review, date, and sign the final form.  Your signature indicates only that you have participated in the process and received a copy of the final performance appraisal.  It does not imply that you agree or disagree with the appraisal.



	(
	6.  You are encouraged to respond in writing to your final performance appraisal.  You may request a five-day period to prepare a written response to the final performance appraisal.



	(
	7.  The signed original will be forwarded to your evaluator’s supervisor and then to Human Resource Services.  You and your evaluator should each keep a copy for your respective files.  



	(
	8.  Finally, if your job description requires revision, you should work with your supervisor to update it within a month.  
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