{Standard email to supervisors}

Dear {Supervisor},
Annual performance evaluations are being solicited at this time for the following employees for the period of {review period start date} through {review period end date}.  Your employees have been copied on this email. 

{Employee Names}

All forms are attached.  Please forward the signed evaluations to me by {requested date}.  Instructions are listed below. 
-------------------------

Performance Evaluation Instructions:  

The performance evaluation process consists of three components: the employee self-evaluation, the supervisor evaluation and employee/supervisor discussion of the evaluation. 

STEP 1:  The employee should complete the narrative "Employee Self Evaluation", which should encompass the components listed in the "Employee Guidelines". Please provide a deadline for your employee to complete the self-evaluation to ensure timely completion of the performance evaluation.

STEP 2: When the employee has provided the self-evaluation to you, assess it and prepare an appraisal of your own using the "Supervisor Evaluation" form.  Instructions are provided in "Supervisor Guidelines".  Please also complete the "UCSD Standards" form containing the standards all UC employees are required to meet. 

STEP 3:  Arrange to meet with your employee to discuss the evaluation. Please allow the employee time to complete the "Employee Comments" form after your discussion has concluded. 

STEP 4:  Forward the signed evaluation to me by {requested date} for the Chair's signature and inclusion in the employee’s personnel file. 
--------------------------

If you have any questions regarding the performance evaluation process, please contact me at {extension}.
Regards, 

{Department HR Contact}
University of California, San Diego
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Your supervisor will soon be requested to provide a written appraisal of your performance since the above referenced period. This is an opportunity for you to provide input into that the process.

Please describe your major job-related accomplishments, status of last year’s performance objectives, and future goals. You may also include a statement regarding job-related training needs and future career plans. The objective of this summary is to provide an opportunity to reflect upon actual work, ensure agreement with your supervisor regarding accomplishments and priorities, and foster effective communications between you and your supervisor. Feel free to provide any supporting documents. Once completed, please submit your summary to your supervisor.

Your supervisor will be asked to provide a narrative appraisal with one overall rating. The narrative appraisal may include the following key components of your job responsibilities:

· An overall assessment of your contributions and level of performance. Consideration will be     given to initiative, dependability, cooperation, teamwork, leadership, productivity and quality as they relate to your job functions (e.g., Laboratory/Project Management, Research Support, Administrative Support.)

· Identification of significant accomplishments such as special projects, goal achievement, and Scientific and other contributions.

· Establishment of goals and plans for the next performance period. Include employee training, professional development and project goals, as well as any needed improvement.

· A rating for the four UCSD Standards which must be evaluated for each employee. These Standards are:  UCSD Principles of Community, Diversity, Health and Safety, Customer Service. 

· An overall performance appraisal rating based on the following rating scale:

E
Exceptional. Performance well exceeds expectations and is consistently outstanding.

A
Above Expectations. Performance is consistently beyond expectations.

S
Solid Performance. Performance consistently fulfills expectations and at times exceeds

       them.

I
Improvement Needed. Performance does not consistently meet expectations.

U
Unsatisfactory. Performance is consistently below expectations. Deficiencies should be

       addressed as noted in the performance appraisal.

On the Employee Self Evaluation form, please address the components outlined above in your summary. There is no required format.
EMPLOYEE SELF EVALUATION

Employee Signature ________________________________________   Date ___________________

Cc:  Supervisor

Supervisor Guidelines for the Narrative Performance Evaluation

University policy requires that all career employees be evaluated in writing annually and that a copy of the evaluation be kept in the employee’s personnel file.  (A request for performance evaluation, however, does not necessarily coincide with an employee’s eligibility for a merit increase, and no recommendation is being requested at this time.  Information related to the timing of merit increases for employees in the various personnel programs will be disseminated as it becomes available.) This evaluation is a narrative format with an overall rating at the conclusion.  There is no required format, however, it must include the following key components as they apply to your employee’s job responsibilities:

· An overall assessment of the staff member’s contributions and level of performance. Consideration will be given to initiative, dependability, cooperation, teamwork, leadership, productivity and quality as they relate to the job functions (e.g., Laboratory/Project Management, Research Support, Administrative Support.)

· Identification of significant accomplishments such as special projects, goal achievement, and Scientific and other contributions.

· Establishment of goals and plans for the next performance period. Include employee training, professional development and project goals, as well as any needed improvement.

· A rating for the four UCSD Standards which must be evaluated for each employee. These Standards are:  UCSD Principles of Community, Diversity, Health and Safety, Customer Service. 

· An overall performance appraisal rating based on the following rating scale:

E
Exceptional. Performance well exceeds expectations and is consistently outstanding.

A
Above Expectations. Performance is consistently beyond expectations.

S
Solid Performance. Performance consistently fulfills expectations and at times exceeds

       them.

I
Improvement Needed. Performance does not consistently meet expectations.

U
Unsatisfactory. Performance is consistently below expectations. Deficiencies should be

       addressed as noted in the performance appraisal.

To aid you with the evaluation, the employee has been asked to provide a self evaluation. If you have not received this evaluation, you may wish to request this of the employee.

When you have completed preparing your appraisal please proceed with the following steps.

1. Meet and discuss the evaluation as well as your expectations for the next performance period.

2. Give the employee a copy of the evaluation and the opportunity to comment on, sign and return the appraisal to you at an agreed upon later date.  

3. Sign, date and submit the appraisal to the Business Office for the Chair’s signature and inclusion in the employee’s personnel file.

SUPERVISOR EVALUATION

OVERALL RATING: 

SIGNATURE ACKNOWLEDGEMENT:

Supervisor:  I acknowledge that I have reviewed this appraisal with the employee and that I have communicated the UCSD Standards.

Supervisor Signature _______________________________________     Date __________________

Employee:  My signature indicates neither agreement nor disagreement with the appraisal, but it does indicate that I have reviewed the UCSD Standards, read the appraisal, and both have been discussed with me.  I understand that I may complete the Employee Comments sheet as part of this appraisal. 

Employee Signature   _______________________________________     Date ___________________

Dept. Chair Signature _______________________________________     Date ___________________

EMPLOYEE COMMENTS
Employee Signature ________________________________________   Date ___________________

Cc:  Supervisor

UCSD CAMPUS-WIDE STANDARDS

THE UCSD PRINCIPLES OF COMMUNITY

: “…[fostering] the best possible working and learning environment, UCSD strives to maintain a climate of fairness, cooperation, and professionalism.  UCSD faculty, staff, and students are expected to support, integrate and practice these basic principles as individuals and in groups…” (stated in part) Solid performance will be demonstrated when the following behaviors or results are observed.

1. Each employee’s behavior reflects that he or she understands the significance of The UCSD Principles of Community. 

2. Managers and supervisors ensure that the significance of The UCSD Principles of Community is integrated into operational activities within their area of responsibility by communicating and affirming them, orally and in writing, to employees and others, as appropriate.



DIVERSITY

Ensuring that many people with a variety of differences (culture, race, ethnicity, language, national origin, religion, gender, age, disability, and sexual orientation) are present, welcome, and productive in our organization.  Solid performance will be demonstrated when the following behaviors or results are observed.

1. Managers and supervisors ensure that policies, practices, services, and behaviors support and accept diversity. They review, assess, modify, apply and monitor policies, practices, services, and behaviors to ensure that they benefit diversity.

· Managers and supervisors ensure that all employees participate in training that supports diversity. During the performance review cycle, all employees participate in an activity (e.g., training course, workshop, presentation, dialogue with supervisor, cross cultural program) designed to foster awareness and assist employee performance in a culturally diverse environment.

2. Each employee helps to ensure a diverse work force when their participation, as appropriate, in the development of employees, outreach and recruitment, selection of staff (colleagues, supervisors, or managers), and/or the formation of work project teams, supports diversity.

HEALTH AND SAFETY

Health and Safety: Ensuring a safe, healthy, and environmentally sound workplace that is essential to the success of UCSD and its employees. Solid performance will be demonstrated when the following behaviors or results are observed.

1. Each employee ensures that policies, practices, services, and behaviors support accepted safety, health, and environmental standards. They observe safety and environmental compliance standards by practicing safe behaviors and reporting hazardous conditions.

2. Managers and supervisors ensure that all employees participate in safety, health, and environmental protection, and receive appropriate training. All of their employees participate in appropriate activities (e.g., training course, workshop, presentation, dialogue with supervisor) designed to foster awareness, and they assist employees to work safely without degrading the environment.

CUSTOMER SERVICE

Demonstrating UCSD’s organizational philosophy to provide the best possible products and services to its highly varied internal and external customers.  Solid performance will be demonstrated when the following behaviors or results are observed.

1. Identifies Customer: Employees identify their customers - those whom they directly or indirectly serve.

2. Ensures Customer Satisfaction: Employees respond to their customers’ requests or provide alternatives and referrals in a timely manner. They foster positive partnerships with our customers that recognize customer priorities and expectations. Employees’ performance is consistent with the highest possible levels of service.

3. Demonstrates the Valuing of Employees:

· Managers and supervisors demonstrate that they understand that employee morale and job satisfaction are essential to outstanding customer service. They value, recognize, and acknowledge employees, and encourage the alignment of employee values and job performance to support customer satisfaction. They establish processes to support, recognize, and acknowledge employees for their customer services. 

Each employee follows established customer service practices and shows personal commitment to customer satisfaction.

STANDARDS FOR EFFECTIVE SUPERVISION

{For managers and supervisors only}
Employee’s Name: ____________________________________   Date of Appraisal: ______________________

UCSD managers and supervisors play a crucial leadership role ensuring the effectiveness and productivity of their units. Their job is to inspire and support employees to achieve the mission and goals of the university. Supervisors demonstrate effective supervision by performance consistent with campus-wide standards for the UCSD Principles of Community, diversity, health and safety, and customer service, and for the following: 


_____
Leadership:   Creating a climate of trust and mutual respect; increasing the potential for employees to be productive and to feel welcome, valued, and motivated. Solid performance will be demonstrated when supervisors or managers:
· Align their practices with the mission and values of their organizations, and discuss them with their employees at least annually
· Exhibit ethical leadership and model the conduct they expect from those they lead
· Perform their duties with honesty, accountability, fairness, and professionalism
· Undertake efforts to create a workplace climate consistent with the UCSD Principles of Community
· Exhibit caring, responsiveness, flexibility, and effective communication skills

_____
Performance Management:  Managing employee performance in alignment with the mission and goals of the department or unit and consistent with relevant policies and collective bargaining agreements. Solid performance will be demonstrated when supervisors or managers:
· Include employees in these processes

· Develop and communicate the goals of the unit or department and strategies for achieving them

· Clarify the roles of their employees in current job descriptions

· Develop and clearly explain performance expectations

· Provide timely and objective feedback about performance

· Conduct constructive annual performance appraisals

· Discuss learning and development options with their staff at least annually

· Provide reasonable support for professional development in accord with university policy, collective bargaining agreements, and the UCSD Values for Learning and Professional Development
· Encourage employee growth by supporting responsible initiative and innovation as appropriate learning experiences
· Address employee performance in consultation with the appropriate UCSD authorities, consistent with university policies and collective bargaining agreements
_____
Organizational Accountability: Delegating authority consistent with the UCSD Principles of Accountability. Solid performance will be demonstrated when supervisors or managers:
· Delegate tasks to qualified employees and create structures to ensure oversight and accountability without conflict of interest

· Review delegations regularly to confirm that records kept are accurate, complete, current, and secure

_____
Resource Management and Planning:  Managing available resources efficiently to provide the best services possible while enabling employees to achieve their work goals. Solid performance will be demonstrated when supervisors or managers:
· Analyze and project needs effectively
· Allocate and manage resources efficiently
· Assign work equitably according to the priorities of the unit or department












