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	End-of-Year Evaluation

	
Instructions are available at http://www.buffalostate.edu/offices/hr/pepds/index.htm


	I.  Identifying Information

	
	Check one: 

  FORMCHECKBOX 
 Supervisor Evaluation 

 FORMCHECKBOX 
 Self-Evaluation



	Employee:
	     

	Review Cycle:
	From:
	     
	To:
	     

	*** Please be sure the review cycle dates coincide with an existing performance program. ***

	Budget Title:
	     
	Salary Level:
	 FORMDROPDOWN 


	Local Title:
	     

	Date in Budget Title:
	     

	Department:
	     

	Supervisor:
	     
	Title: 
	     

	Secondary Source:
	     
	Relationship:
	     


	II.  Rate and Comment on Each Goal


	A.
	Individual Goal:      

	
	Rating:     FORMCHECKBOX 
 completed      FORMCHECKBOX 
 satisfactory progress      FORMCHECKBOX 
 unsatisfactory/insufficient progress      FORMCHECKBOX 
 goal was deleted

	
	Comments:      

	

	
	Individual Goal:      

	
	Rating:     FORMCHECKBOX 
 completed      FORMCHECKBOX 
 satisfactory progress      FORMCHECKBOX 
 unsatisfactory/insufficient progress      FORMCHECKBOX 
 goal was deleted

	
	Comments:      

	

	
	Individual Goal:      

	
	Rating:     FORMCHECKBOX 
 completed      FORMCHECKBOX 
 satisfactory progress      FORMCHECKBOX 
 unsatisfactory/insufficient progress      FORMCHECKBOX 
 goal was deleted

	
	Comments:      

	

	
	Individual Goal:      

	
	Rating:     FORMCHECKBOX 
 completed      FORMCHECKBOX 
 satisfactory progress      FORMCHECKBOX 
 unsatisfactory/insufficient progress      FORMCHECKBOX 
 goal was deleted

	
	Comments:      


	B.
	Professional Development Goal:      

	
	Rating:     FORMCHECKBOX 
 completed      FORMCHECKBOX 
 satisfactory progress      FORMCHECKBOX 
 unsatisfactory/insufficient progress      FORMCHECKBOX 
 goal was deleted

	
	Comments:      

	
	

	
	Professional Development Goal:      

	
	Rating:     FORMCHECKBOX 
 completed      FORMCHECKBOX 
 satisfactory progress      FORMCHECKBOX 
 unsatisfactory/insufficient progress      FORMCHECKBOX 
 goal was deleted

	
	Comments:      


	C.
	College Community Service Activity:      

	
	Rating:     FORMCHECKBOX 
 completed      FORMCHECKBOX 
 not completed

	
	Comments:      

	
	

	
	College Community Service Activity:      

	
	Rating:     FORMCHECKBOX 
 completed      FORMCHECKBOX 
 not completed

	
	Comments:      


	III. Job Description Evaluation (Include summary comments from secondary source, if noted.)


     
	IV.  Overall Rating (check either Satisfactory or Unsatisfactory)

	
	Optional Satisfactory Rating:

	 FORMCHECKBOX 
  Satisfactory 
	 FORMCHECKBOX 

	Outstanding – The employee is exemplary in performance of all tasks.  Is a role model to others and is recognized as a particular asset to the work unit and college community.  Can be relied upon to perform difficult tasks.

	
	 FORMCHECKBOX 

	Highly Effective – The employee meets and frequently exceeds the performance expectations for all tasks.  The employee is performing better than expected for many of the tasks.


	
	 FORMCHECKBOX 

	Effective – The employee meets many performance expectations and performs in a competent manner.  This is the expected and usual level of performance for most employees.


	
	 FORMCHECKBOX 

	Some Improvement Needed – The employee meets many performance expectations.  However, needs improvement in others.  Some tasks may require extra direction by the supervisor.

	 FORMCHECKBOX 

	Unsatisfactory (Consult your supervisor and Human Resource Management prior to assigning an unsatisfactory rating.)
The employee’s performance needs significant improvement and is below a minimally acceptable level.  Such employee lacks a basic understanding of position duties and responsibilities.  Many tasks require extra direction by the supervisor, or the supervisor may find it necessary to avoid assigning tasks to the employee.




	V.  Recommendation from Immediate Supervisor (check one)

	
 FORMCHECKBOX 
 Renewal*  

 FORMCHECKBOX 
 Non-Renewal*  

 FORMCHECKBOX 
 Permanent Appointment*

 FORMCHECKBOX 
 Management Confidential Evaluation 

 FORMCHECKBOX 
 Annual Professional Evaluation  (no recommendation required)
	* If a renewal, non-renewal, or permanent appointment recommendation is checked, please complete a Current Employee Change Form for route for signatures.




	VI.  Signatures



I have reviewed this evaluation with my immediate supervisor. My signature means that I have been advised of this performance evaluation. If I wish to comment, I have done so in the employee comments box. I understand that I have a right to a review of this evaluation by the committee on professional evaluation if my performance has been characterized as "unsatisfactory" and that I must inform, in writing, my immediate supervisor, the chair of the committee on professional evaluation, and the college president or designee within ten (10) working days of receipt of this report. (This statement is from the Memorandum of Understanding between the State of New York and United University Professions.)

	Employee:
	
	Date:
	

	Comments:
	
	
	


	Supervisor:
	
	Date:
	

	Comments:
	
	
	


	Director:
	
	Date:
	

	Comments:
	
	
	


	Dean/AVP:
	
	Date:
	

	Comments:
	
	
	

	
Provost/Vice President/CIO:
	
	
Date:
	

	Comments:
	
	
	


Copies:
Employee


Supervisor

Original filed in Provost/Vice President/CIO’s Office

Human Resource Management: _____________________ 






(revised 7/2011)
	Checklist for Supervisor:


 FORMCHECKBOX 
 Evaluated each goal on the original performance program and included comments.

 FORMCHECKBOX 
 Evaluated the performance of job description responsibilities.

 FORMCHECKBOX 
 Checked an overall rating of satisfactory or unsatisfactory (optional satisfactory ratings may also be checked).

 FORMCHECKBOX 
 Attached a Current Employee Change Form if recommending renewal, non-renewal, or permanent appointment.

 FORMCHECKBOX 
 Attached a Performance Program for the next cycle (should begin with the end date of the previous performance program and be for a one-year period).

