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	COLUMBIA UNIVERSITY
Faculty of Arts and Sciences
	PERFORMANCE EVALUATION FORM



	  EMPLOYEE  INFORMATION AND INSTRUCTIONS

	


	EMPLOYEE NAME
	POSITION TITLE
	DATE IN POSITION

	
	
	

	

	DEPARTMENT
	REVIEWER NAME
	REVIEW TYPE
	ACADEMIC YEAR
	REVIEW DATE

	
	
	Annual Review
	  2022-2023
	

	

	INSTRUCTIONS
	PERFORMANCE BEST PRACTICES

	
· Please complete your self-evaluation and send to your supervisor by 6/30/23.
· Supervisor reviews self-evaluation and writes a review that summarizes performance for the year.
· Supervisor sends the completed performance evaluation to the employee.
· The supervisor meets with staff member to review assessment and provides feedback.
· Upon completion of review process, employee and supervisor signs review, and send copy to A&S Human Resources by 8/15/23.
	
· When preparing your self-evaluation, consider including in your narrative: Accomplishments during this academic year, e.g. how did you adapt to changing work? What are you proud of achieving? What do you want to highlight from the year? 
· What lessons did you learn during this academic year about work practices/habits– what will you continue into the new year, what will you look to develop for the upcoming? 
· Coaching, information, training needed – what you need in order to be successful? 
· Describe 3-4 goals to accomplish in the upcoming academic year.
· Department chairs assessing the DAAF may wish to consult the department’s DUS, DGS or other faculty/stakeholders in preparing their assessment.


OR
	ACCOMPLISHMENT


MTIONS N AND INSTRUCTIONS
	SELF-EVALUATION
	MANAGER- EVALUATION

	

	Please provide an overview of your work performance duties and accomplishments you feel has contributed to the
success of the past academic year. Describe your adjustment to remote working and what areas of your work performance you’re are most proud of and areas you would like to develop. 

	





	








	BEHAVIORAL SKILLS/COMPETENCIES


MTIONS N AND INSTRUCTIONS
	SELF-EVALUATION
	MANAGER- EVALUATION

	

	Dependability
· Establishes priorities and organizes work resources to complete objectives by established deadlines.
· Reliably meets challenging goals and assignments, even during demanding or challenging work periods.
· Produces required job results of consistent quality and levels of productivity.

	
	






	Initiative
· Proactively utilizes appropriate sources of information in making decisions and/or taking action. Exhibits flexibility in work habits and in addressing and improving processes. 
· Responds positively to change and ambiguity. 
· Keeps skills and knowledge up to date.
· Communicates with management appropriately when faced with changing priorities. 
· Is able to adapt when faced with change and unforeseen challenges.

	





	

	Teamwork
· Collaborates willingly as a team player. 
· Listens effectively and respects the views of others. 
· Embraces Columbia University’s commitment to a workplace that values civility and inclusion. 
· Demonstrates this commitment in everyday interactions with internal and external colleagues.

	


	





	Professionalism
· Presents self professionally and can adapt to a variety of settings. 
· Acts in a mature and responsible manner. 
· Responds to change with a positive attitude and a willingness to learn new ways to accomplish work activities and objectives.

	


	






	Personal Integrity
· Accepts responsibility for the results of his/her actions and honors commitments. 
· Knows when information is appropriate to share. 
· Acts consistently and ethically in doing their work.

	





	







ORMTIO
	DEVELOPMENT 


MTIONS N AND INSTRUCTIONS
	SELF-EVALUATION
	MANAGER- EVALUATION

	

	Identify 3-4 goals to achieve in the coming academic year. These goals could focus on building specific skills or getting experience in area you are interested in learning more about. Identify if there are resources or support which would assist in achieving these goals.

	
	







NS N AND INSTRUCTIONS

	MANAGER OVERALL EVALUATION

	

	Please describe the employee’s contributions over the 2022-23 academic year. Where did the employee excel and grow? Did the employee take on different or additional responsibilities to keep operations running? What was successful (i.e. productivity, initiative, engagement) and what areas need improvement (i.e. responsiveness, communication, decision making). What should be continued into the new year and what should change? 

	



	MANAGER AND EMPLOYEE SET GOALS FOR NEXT ACADEMIC YEAR

	

	Please create 3-4 goals to be accomplished in the coming academic year.  If there are areas of improvement, please address those.  If you believe support or developmental resources could foster improvement please indicate them here.
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RUCTIONS
	SIGNATURES


I have read and discussed the contents of this performance evaluation with my supervisor.

___________________________________________________________		___________________
Employee Signature								Date


___________________________________________________________		___________________
Supervisor Signature								Date



FEEDBACK BEST PRACTICES

A key driver of employee performance is ensuring they regularly receive positive feedback on what they are doing well (so they understand what behaviors to continue) and constructive feedback on areas of improvement (so they understand what behaviors need to change). 

WHAT IS FEEDBACK?
A communication that gives the other person information about their behavior, their performance, and its impact. FEEDBACK IS NOT…

· Your opinion or judgment of another person’s attitude or personality
· A way to vent your frustration or let off steam
· An opportunity to criticize others
FEEDBACK IS…

· Given with positive intent
· Information to help raise the receiver’s self- awareness
· Focused on specific, observable things


STRUCTURING FEEDBACK EFFECTIVELY

Structuring feedback in an effective way will make it more impactful and easier to deliver. This applies to both critical and positive feedback. Try structuring feedback in this way:
“An expectation establishing clear guidelines, ethical standards, and expectations for students, faculty, and researchers.

Collecting and reviewing feedback from students through course evaluations or surveys to gauge their satisfaction.

Based on the feedback and observations received, the department can make necessary adjustments to their academic approach, curriculum, or research focus to enhance their academic responsibilities.”

Standard (goal, expectation, etc.) 
“The expectation for this project was…”

Observation (action, behavior, etc.)
“I saw…” “I heard…” “I read…”

Impact (impact, result, etc.)
“As a result…”

Sometimes feedback must given “in-the-moment,” with specific on-the-spot corrections. You can still follow-up with a feedback conversation using the SOI model and ask open-ended questions. This is a great time to re-establish standards or expectations:

“I’d like to follow up on the correction I gave you earlier…what is your understanding of the expectations for this project? What might prevent you from meeting the standard we have set moving forward?”

ADDITIONAL FEEDBACK TIPS
· Feedback should be delivered 1-1 and in a timely fashion; The sooner it’s given, the more opportunity the employee has to adjust their behavior
· Use open-ended questions to engage your employee in the feedback discussion
· Model feedback best practices; Ask employees to give you feedback regularly
· Provide both positive and constructive feedback on a regular basis
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