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Performance Evaluation for Staff Employees 

  

An effective annual review process should define the University’s expectations of the employee, 

identify strengths, highlight areas that need development, and direct employees toward attaining 

goals congruent with the University’s objectives and mission statement. Successful implementation 

of the process rests upon the underlying assumption that all employees will fulfill the expectations 

described in this summary, that department supervisors will support and invest in employee 

development, and that the university will continue to create and facilitate additional staff professional 

development opportunities.  

  

The following general principles guided the decision to shift to a new annual review process:  

  

• The new evaluation process should be comprehensive yet manageable, with assessment 

centered on job responsibilities, and behavioral job competencies based on our NU Mission 

Statement.  

 

• Formal performance evaluations should occur annually with at least two 'Quarterly Connect' 

meetings to consider the employee’s progress along with the additional support needed for 

both job and professional development.  

  

• The encouragement of employee voice into the process should be a priority.  

  

• The integrity of the evaluation process depends on each supervisor’s commitment to write a 
comprehensive professional development-oriented assessment, submit the forms in a timely 
fashion, and model excellence in job performance.  

  

• The annual performance evaluation and professional development plan is intended to be a 

development tool and thus should be formative, rather than summative, whenever possible.  

  

The Staff Performance Evaluation and Professional Development Plan consists of the following 

parts:  

  

• Employee Self-Reflection Worksheet - enables the employee to give a “voice” into the 

evaluation process  

• NU Mission Competencies - observable, measurable behaviors that are important for 

successful performance and are aligned with our university mission statement, values, vision, 

strategic plan and community covenant.     

• Job Function Responsibilities - assessment of the employee's primary job functions 

• Professional Development Plan - structures professional development or new areas of 

responsibility  

• Administrative Review - opportunity to update the employee's job description (if needed) 

and verify completion of compliance.  

• Employee Comment and Response - provides employees additional “voice” into the 

evaluation process 

• "Quarterly Connect" meetings - allows for supervisors and employees to review progress 

on established goals, create new goals, review any department goal changes and address 

performance issues 
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Links to the employee evaluation forms are available online on the Eagle Human Resources 

Performance Evaluation page as PDF and Word documents. They are also available in the online 

Staff Manual. 

  

Procedures  

  

Staff supervisors will use existing job descriptions to conduct the professional development and 

performance evaluation sessions. Please keep in mind this will be an opportunity to make any 

revisions to your employee's job descriptions if necessary.   

  

While professional development and evaluation should be thought of as an ongoing conversation, 

the following map offers a recommended guideline to accomplish this process.  

 

When  What  

Early November • Supervisors should schedule evaluation meetings with 

employees during the month of January. All evaluations 

will be due no later than January 31st.  

• Supervisors should send employee self-reflection forms 

with a December 1st return to supervisor date. 

• Supervisors will have access to all forms to begin 

preparing for the evaluation process.  

December 1st  • Employee’s completed self-reflection form and compliance 

training renewal certification to supervisor 

Prior to evaluation meeting 

with employee 

• Early November 

through January 1st 

  

• Complete all the evaluation forms. 

• Review employee job description and update, as needed. 

• Confirm with department VP evaluation forms are 

approved (if necessary). 

At the evaluation meeting 

with employee during the 

month of January 

• January 1st through 

January 31st 

• Complete employee comment and response page. 

• Review prior year goals. 

• Establish new goals. 

• Schedule “Quarterly Connect” dates on the annual 

evaluation form to review progress and additional support 

for the employee development plan and ongoing 

performance objectives. 

Once the evaluation has 

been completed 

• Submit the completed forms to your department VP for 

review/approval; they will forward them to Human 

Resources.  

• All evaluations will be due no later than January 31st.  

Post evaluation meetings 

with employee  

• 1st Quarterly Connect: 

Spring-April/May 

• 2nd Quarterly Connect: 

Summer- July/August 

(Optional) 

• 3rd Quarterly Connect: 

Fall - Sept./Oct. 

• Quarterly Connect meetings with employee are intended 

to evaluate progress on development/performance goals.  

• These meetings are not intended to be a repeat of the 

annual review.  Rather, a dedicated connection to review 

your employee’s progress and determine what, if any, 

supervisor support may be needed. 

• Coach employees to come to Quarterly Connect meetings 

prepared with their evaluation form with updated goal 

information and ideas for new development opportunities. 
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Supervisors should review the following information or documents before beginning their 

portion of review process: 

 

• Documentation and notes of previous performance discussions 

• Employee's self-reflection 

• Last year's performance evaluation 

• Performance expectations and job description  

• Goals established from the previous calendar year and future goals 

• Records of compliments, complaints, and disciplinary actions from the last year   

 

Performance Rating Guide  

 

The performance rating guide has been simplified by using two rating categories: Meets Expectation 

and Needs Development. Our annual and quarterly connect performance evaluations will be used as 

tools to develop and invest in our employee’s professional growth. By narrowing the ratings on the 

annual review, supervisors will be able to acknowledge areas where employees are performing to 

standards and areas where they still need additional development. Most employees will have at least 

one area of development, and this should not be viewed negatively unless the supervisor is 

addressing ongoing performance concerns. 

 

 

ME    Meets Expectations  
• Capable, Satisfactory performance that consistently meets job requirements.   

• Demonstrates initiative to accomplish tasks. 

• Communicates well with other employees, and supervisors. 

• Contributes work that enhances departmental and University objectives. 
  

ND    Needs Development  
• Inconsistent and/or below standard execution of job requirements. May often require 

supervision, redirection and/or re-instruction.  

• Employee is new to the position or has taken on new responsibilities. 

• There are other extenuating circumstances that inhibit progress to goals.   

• Does not consistently contribute work that meets department and university objectives.   

• Fails to communicate with other employees and supervisors in a manner that builds/maintains 
work relationships.  

  
**include documentation supporting this designation and an action/accountability plan for development. 

 

 

The annual evaluation form will also have a designated space for supervisors to note areas of 

exceptional performance. This should focus on a specific/singular job function, goal, or project where 

expectations were exceeded. This may be a particular area or task where the employee went above 

and beyond by contributing exceptionally high-quality work or performed truly outstanding in a skill or 

job function. While it’s important to recognize exceptional behavior throughout the year, this will allow 

for supervisors to record these achievements annually in each employee’s personnel file.    
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New Employees 

  

In the case of new employees, supervisors will conduct a 90-day review to determine if the 

employment situation is acceptable to both a new employee and Northwest University. Supervisor 

will use the 90-day review forms found on our Eagle HR Website and Staff Manual. Depending on 

when during the year the employee begins, supervisors should schedule meeting(s) to review 

progress during any remaining quarterly connect periods until the start of the new review cycle.   

  

NU Mission Competencies  

 

"We the people of Northwest University, carry the call of God by continually building a learning 

community dedicated to spiritual vitality, academic excellence, and empowered engagement with 

human need." 

 

Each NU competency will accompany several measurable behaviors based on the NU Mission 

Statement, Values, Vision, Community Covenant and Strategic Plan. It is important for both 

employees and supervisors to familiarize themselves with what these competencies look like within 

each department. (NU Mission Competency Model) Supervisor's will use each individual 

employee's job description to assess how they are using these competencies within their assigned 

job functions. It is Important to give specific examples of how each employee is using the desired 

behaviors or in need of developing a behavior. Helping employees to become proficient in each 

competency will not only help those employees excel in their current jobs but will set them up for 

success in future positions.  

 

"Competency models articulate the knowledge, skills, abilities, and other characteristics that are 

deemed to be most instrumental for achieving positive organizational outcomes."  SHRM - Performance 

Management  
 

When creating goals based on the NU competency model, look at the specific behavior that needs to 

be developed and how that behavior effects the employee's job performance.  Development plans 

may include recommended readings, training programs, or on-the-job learning activities.   

 

Preparing Performance Objectives  

  

Job Description  

  

The Essential Functions detailed in the job description should form the basis for the performance 

objectives as listed in the Job Function Responsibilities section. Supervisors may need to 

consolidate some of the job functions on the job description into larger categories. By only using the 

main heading of the essential function this significantly narrows the scope of what you are evaluated 

on.  We no longer required you to itemize each of the job functions.  Generally, this results in 4-6 

main areas of focus. Supervisors will give an overall rating or the entire job function instead of 

evaluating individual components. If there are areas within the function that need to be addressed 

the supervisor should address those areas in the comments section. Areas rated as "needs 

development" can then be used to create goals for the upcoming quarter.   

 

"Any performance standards that are not being currently met should be identified as development 

areas.  If all current job standards are being met, employees and managers can look to the next 

level's performance standards to identify requirements and development areas to pursue in 

preparation for advancement." SHRM - Performance Management  
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Development Plan  

  

In addition to the overall job responsibilities outlined in the job description, there will be performance 

goals in the Employee Development Plan. It is likely that some of these will be goals specific to a 

project, such as "implement a new accounts receivable system within abc parameters by February 

28". Most employees will have both types of goals, and the goals should cover all the essential 

functions of the position.  

  

You may want to set a development plan for employees in conjunction with the fiscal year because 

annual organizational objectives, based on budget approval, are distributed down through the 

organization. As a supervisor, many of your own goals are reflected in the goals of your employees, so 

that all of the department goals become the individual responsibilities of the employees within the 

department.  

  

Creating Smart Goals 

 

Establishing effective development goals is essential to the evaluation process.  By using the SMART 
goal system, you can create specific, measurable, attainable, and relevant goals with a set timeline for 
completion. It is also important that you partner with your employee when making their development 
goals, allow for input and feedback before goals are finalized.   
 
"Research has shown that employee commitment to goals is critically important for goal attainment and 
that employees must feel that they are able to achieve their goals. It is thus important to ensure that 
employees participate in the goal setting process, accept their goals, and are motivated to work towards 
those goals. It is also important for managers to communicate their willingness to assist employees in 
achieving their goals by providing guidance and resources and removing obstacles to goal attainment." 
SHRM - Performance Management 

 

 
          By Canadian Management Centre 

 

 

 

 



6  

  

In addition to focusing on SMART goal setting, keep the following in mind: 

 

• Goals should have a direct link to the institutional Mission Statement, Values and Community 
Covenant. 

• Goals should be challenging, but achievable, to motivate performance. 

• Goals should focus on no more than 3-5 areas—attempting to achieve too many different goals at 
once will impede success. 

• Additionally, use your “Quarterly Connect” meetings to adjust, create new and acknowledge 
achievement of goals. 

 

Sample Smart Goals  

 

Competency Based Goals:  

 

Commitment to Personal and Professional Growth:   

 

• Research training opportunities to expand knowledge on HR law, processes, and procedures.  

This can include free webinars through SHRM or other resources.  Attend the Fred Pryor 

Course on Human Resource management in March, and CUPA virtual spring conference.   

  

Specific:    Goal gives direction on which classes to attend and where to find additional  

   training.  

Measurable:   Quarterly connect meetings will verify that classes were attended and knowledge 

   base increased.  

Attainable:   Time is provided during work hours to complete goal.   

Relevant:    Knowledge gained will be used to better serve the HR department. 

Time-Bound:  Dates of training are provided; follow-up is still needed to assess other training  

   opportunities.   

 

 

Accountability / Reliability:  

 

• Meet with director bi-weekly to give updates on assignments and projects. Set deadlines for 

completion of ongoing projects and communicate progress or obstacles to completing 

commitments on time.  Progress and necessity of continued meetings will be assessed after 3 

months.   

 

Specific:    Goal gives direction for setting deadlines for ongoing projects.  Employee  

   acknowledges that they will be held accountable by supervisor.    

Measurable: Progress will be measured bi-weekly during meetings with director.   

Attainable:  Meeting are set in advance each week; deadlines for goals are set with the 

   employee to ensure both parties believe goals are attainable.  

Relevant:    Projects are completed in a timely manner allowing department to meet  

   deadlines.   

Time-Bound: Progress re-assessed after 3 months.   
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Job Description Goals:  

  

• Maintain websites for three faculty members, meeting with them at least once a month to 

discuss enhancements and/or problems with the current sites and ensuring that they are 

updated with appropriate information at least weekly.  

 

Specific:   Goal gives direction to maintain websites for three faculty members. 

Measurable:  Progress measured through monthly meetings and weekly updates.   

Attainable   Time to meet with faculty and work on websites is built into working hours.   

Relevant:   Maintaining the websites enhances the student's accessibility to the faculty  

   members class information.   

Time-bound: Monthly and weekly deadlines are given.    

 

 

Development Plan Goals:  

  

• Attend a PowerPoint class. Demonstrate proficiency in using PowerPoint by preparing and 

delivering Annual Budget Presentation by August 15. Progress review at end of every month 

beginning in April.  

 

Specific:   Goal gives direction to attend a PowerPoint class and demonstrate proficiency.  

Measurable:  Progress measured through monthly review, and presentation in August.     

Attainable   Time is set aside to attend class, supervisor provides monthly support.    

Relevant:   By gaining this skill the employee is able to deliver the Annual Budget   

   Presentation.  

Time-bound:  Training is complete by August, skill demonstrated at presentation. 

   

 

Ongoing Development: 

  

Learning and development should be ongoing, not a ‘one and done’ event each year. Our performance 

evaluation system includes the process of conducting “quarterly connect” meetings that allow for 

supervisors and employees to: 

 

• Review progress on established goals and create new goals 

• Review any department goal changes 

• Address performance issues 

 

Before you complete the annual review meeting, supervisors should set “quarterly connect” dates to 

continue the employee development process. These quarterly meetings will be more informal than the 

main annual review but will allow for established time to follow up on development throughout the year.   

   

“85% of workers who have weekly check-ins with their supervisors report higher levels of 

engagement.” (Workhuman) 

 
Reference: Material adapted from http://www.college.ucla.edu/personnel/perf_obj.asp  

SHRM - Performance Management 

 

Evaluation process effective 2021 

http://www.college.ucla.edu/personnel/perf_obj.asp

