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VANDERBILT UNIVERSITY
PERFORMANCE EVALUATION AND  

DEVELOPMENT GUIDE
	EMPLOYEE’S NAME


	EMPLOYEE ID#

	DEPARTMENT NAME
	SUPERVISOR’S NAME


	JOB TITLE
	TIME IN POSITION


	DATE OF LAST PERFORMANCE EVALUATION
	DATE OF THIS EVALUATION


	OVERALL RATING
(Required)




PERFORMANCE RATING DEFINITIONS:

	XP
	EXPERT PERFORMANCE: Contributes significantly to department’s efficiency by improving systems; Completes tasks prior to deadlines; Leads internal projects/teams; Anticipates and works to prevent problems; Coaches and mentors others. Actively seeks ways to improve financial performance of organization.

	RM
	ROLE MODEL PERFORMANCE: Demonstrates initiative and assume additional duties; Consistently completes tasks prior to deadlines; Leads by example and assists others; Recognizes more complex problems and troubleshoots; Improves departmental use of resources.

	EP
	EXPECTED PERFORMANCE: Able to perform independently, timely, correctly and with minimal supervision; Handles routine problems; Demonstrates responsible use of resources.

	PI
	PERFORMS INCONSISTENTLY: Inconsistent performance of assigned tasks. Describe improvement plan on a separate document for employees to build skills and demonstrate consistent performance.

	NP
	DOES NOT PERFORM: Essentially not performing assigned tasks. Describe improvement plan on a separate document for employees to build skills and demonstrate consistent performance.

	NA
	NOT APPLICABLE:  Key Function does not apply to this job.


Refer to employee’s job OR position description.  List each key function(s) below and provide a comment representative of the employee’s performance for the past year.  Link to the Vanderbilt Job Description database: https://webapp.mis.vanderbilt.edu/jobs/index.jsp.
	1. KEY FUNCTION(s): 
	RATING:   
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2.  LEADERSHIP MODEL: Please refer to the following link for a description of Vanderbilt’s Expectations: http://hr.vanderbilt.edu/compensation/VUPerformanceDevelopment.php. Use the descriptors to provide comments on each of the six statements listed below.

	Customer Focus:  Giving our customers and their needs my highest priority 
	RATING:   

	





	Problem Solving:  Taking responsibility for finding a solution to any problem 
	RATING:   

	





	Accountability:  Doing one’s part to ensure the success of my organization
	RATING:   

	





	Service Excellence:  Providing excellent and professional service
	RATING:   

	





	Respect for others:  Treating others as we wish to be treated
	RATING:   

	





	Continuous Improvement: We continuously evaluate and improve our performance.
	RATING:   

	





	3. DEVELOPMENT GOALS: INDIVIDUAL AND/OR DEPARTMENT
Detail goals for continuing performance development: individual, department or both.  List agreed upon goals and dates for accomplishment.
        GOALS – PREVIOUS YEAR: INDIVIDUAL AND/OR DEPARTMENT
	        ACCOMPLISHED                    DATE

	1. 



2. 



3. 






	        GOALS – UPCOMING YEAR: INDIVIDUAL AND/OR DEPARTMENT
	        ACCOMPLISHED                  DATE

	1. 



2. 



3. 






	4. OVERALL RATING & PERFORMANCE COMMENTS: 
	

	






	Employee’s comments*












  Employee Signature 




                      Date  




 Signature of Supervisor





        Date

Signature of Department Head                                                                       Date

* This space, plus added sheets if desired, is for the employee’s comments.  If she/he chooses not to add comments, the signature will indicate the evaluation has been reviewed and discussed.






                

Date Form Updated: March 2014

