Professional Staff Performance Evaluation 
Revised and updated March 24, 2026

	PART I: Employee Information  

	Employee Name: (Last, First, MI)

	Position Title 


	Performance Period

	Discussion Date

	Name and Title of Supervisor


	PART II: Employee Self-Evaluation
Employees complete this section prior to the review discussion.

	1. Performance Outcomes: Goals, Progress, & Key Accomplishments
Guidance: What goals and key responsibilities did you accomplish, and what progress did you make on ongoing long-term initiatives? Were any priorities adjusted during the year, and if so, why? Highlight your most notable accomplishments - major projects, innovations, awards or recognition, expended responsibilities, or contributions beyond your formal role. Describe the impact of these efforts. Outline any barriers or challenges (if any) you encountered and how they affected your progress or were addressed.





	Supervisor Comments:




	2. Quality and Impact of Work
Guidance: Consider your overall effectiveness in fulfilling your core responsibilities. What aspects of your performance are you most proud of? Where did you exceed expectations? Where could you improve performance, efficiency, or outcomes? How has your work contributed to departmental or institutional goals? 





	Supervisor Comments:



	3. Collaboration & Workplace Engagement
Guidance: In what ways have you supported colleagues, team initiatives, or departmental efforts such as committees, working groups or shared projects? How effectively do you communicate and collaborate within HCDE and with partners across the university or externally? Highlight examples of meaningful collaboration and engagement.





	Supervisor Comments:



	4. Professional Growth & Development
Guidance: Reflect on your professional development during this review period. What new skills or knowledge have you developed this year? What training or development activities did you complete? What competencies would you like to strengthen next year?





	Supervisor Comments:




	5. Goals for Upcoming Review Period
Guidance: Identify 2-5 meaningful goals aligned with unit priorities and/or your professional growth to achieve or make progress toward next year.  Briefly describe the intended outcomes or impact of each goal.




	Supervisor Comments:




	6. Management Support Desired
Guidance: Identify the support, resources, or guidance you would like from your supervisor to help you succeed. 






	PART III: Supervisor Assessment & Conversation Notes
Completed after reviewing the employee’s self-evaluation and during/after the discussion meeting.

	Overall Performance Summary
Provide an overall assessment of the employees’ performance during the review period. Highlight key strengths, contributions, and areas for continued development discussed during the review conversation. 





	Conversation Acknowledgement
This evaluation reflects our performance discussion. Signing below confirms that the document has been reviewed and discussed.


Employee Signature: ___________________________________________________________________     Date: ______________________________


Supervisor Signature: __________________________________________________________________     Date: ______________________________




