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PERFORMANCE EVALUATION 2011

Non Supervisory classified

	Employee Name (Last, First, Middle)


	GID 


	Position Number

Position Suffix

	Role Title/Working Title


	Agency Name & Code:  George Mason University (247)

	Organizational Unit


	Performance Evaluation Effective Date

October 24, 2011


(
Check here if this is a re-evaluation due to employee receiving an overall performance rating level of Unsatisfactory Performer on the annual performance evaluation.

Performance ratings

Effective this Performance Evaluation cycle, please use the George Mason University Ratings to evaluate Classified Staff.

	GMU Ratings
	State Equivalent Ratings

	E
	Extraordinary Achiever
	E
	Extraordinary Contributor

	H
	High Achiever
	C
	Contributor

	A
	Solid Achiever
	C
	Contributor

	F
	Fair Performer
	C
	Contributor

	U
	Unsatisfactory Performer
	B
	Below Contributor


Evaluation of Work Tasks and Duties

ALL CATEGORIES EVALUATED MUST INCLUDE WRITTEN COMMENTS EXPLAINING THE RATING.

	Job Performance Expectations
	Comments
	rating
	Weight

	Job Function 1
	
	
	

	Job Function 2
	
	
	

	Job Function 3
	
	
	

	Job Function 4
	
	
	

	Job Function 5
	
	
	

	
	
	
	


	Universal Performance Expectations
	Comments
	Rating
	Weight

	Promotes

Teamwork


	
	
	

	Communicates

Effectively


	
	
	

	Customer Driven
	
	
	

	Demonstrates Initiative


	
	
	

	Diversity
	
	
	

	Acts with Integrity


	
	
	

	Safety and

Computer Security


	
	
	


Overall Performance Rating 

Comments:

(Include factors beyond the employee’s control that affected performance)

Performance Rating:

 FORMCHECKBOX 
  Extraordinary Achiever
 FORMCHECKBOX 
  High Achiever

 FORMCHECKBOX 
  Solid Achiever

 FORMCHECKBOX 
  Fair Performer

 FORMCHECKBOX 
  Unsatisfactory Performer
In order to earn an overall “Extraordinary Achiever” rating on the annual evaluation, an employee must have received at least one “Performance Management Acknowledgement of Extraordinary Contribution” form during the performance cycle. However, the receipt of an Acknowledgement of Extraordinary Contribution form does not guarantee an overall performance rating of “Extraordinary Achiever” for that performance cycle.  

If the overall evaluation is “Unsatisfactory Performer” please contact the Employee Relations Manager prior to meeting with the employee.  An Employee must receive at least one “Performance Management Notice of Improvement Needed/Substandard Performance” form during the performance cycle in order to be rated “Unsatisfactory Performer” and must be reevaluated again at the end of three (3) months.

Employee’s signature indicates that the performance evaluation has been read and discussed with the supervisor.  It does not necessarily indicate agreement with the supervisor’s assessment of the employee’s performance.  Employee’s signature also indicates that he/she was afforded the opportunity to participate in a self-assessment of his/her performance.  It does not necessarily indicate that he/she did conduct a self-assessment of his/her performance.

EMPLOYEE, SUPERVISOR AND REVIEWER SHOULD KEEP A COPY OF THIS DOCUMENT.  
	Employee Name
	GID 
	Signature
	Date

	
	
	
	

	Supervisor Name
	GID
	Signature
	Date

	
	
	
	

	Reviewer Name
	GID 
	Signature
	Date

	
	
	
	


Supervisor/ Reviewer comments:

Employee comments:

Human Resources and Payroll


4087 University Drive, MS 3C3, Fairfax, Virginia 22030


Phone: 703-993-2600; Fax: 703-993-2601
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