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Delaware State University

Annual Performance Evaluation and Criteria Based 
Job Description
	Employee Name: 
	Job Title: 


	Department
	Reports to: 



	Position Type:

Non-Union

Non-Managerial
	Union Affiliation:   Check One

Local #   1007   1267   2888  
	Evaluation Date:


Job Purpose:  
Directions:

Employee evaluations are to be completed annually for all employees of Delaware State University.  Please have the employee complete the self assessment form and return it to the Administrator/Director/Manager completing this evaluation.

HOW TO RATE EMPLOYEE PERFORMANCE

	E
	Excellent
	The employee’s performance is exceptional.

	VG
	Very Good
	The employee’s performance exceeds the currently defined job requirements.

	G
	Good
	The employee’s performance meets the currently defined job requirements.

	NI
	Needs Improvement
	The employee’s performance is below the currently defined job requirements and must improve to be satisfactory.

	U
	Unsatisfactory
	The employee’s job is so poor that discharge from their job will be recommended immediately unless improvements are noted..


	SERVICE STANDARDS
	E
	VG
	G
	NI
	U

	Demonstrate commitment to the mission and values of Delaware State University ensuring service excellence.
	
	
	
	
	

	Maintains confidentiality of all Delaware State University information according to university policies and procedures.
	
	
	
	
	

	Demonstrates courteous and cooperative behavior within own and other departments.
	
	
	
	
	

	Adheres to Delaware State University and departmental policies and procedures as evidenced by conformance to the same.
	
	
	
	
	

	Maintains reliable attendance.
	
	
	
	
	

	Facilitates good communications between co-workers and management team.
	
	
	
	
	

	Responds to requests and telephone calls promptly, exercises appropriate telephone etiquette.
	
	
	
	
	


Comments: (Additional sheets may be used for comments). ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	ESSENTIAL FUNCTIONS (Key assigned duties)
	E
	VG
	G
	NI
	U

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	ESSENTIAL FUNCTIONS (continued)
	E
	VG
	G
	NI
	U

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Comments:  (Additional sheets may be used for comments)  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Required Knowledge, Skills, and Abilities
The individual in this job must possess these skills and abilities or be able to demonstrate that they can perform the essential functions of the job, with or without accommodations, using some other combination of skills and abilities.

	
	E
	VG
	G
	NI
	U

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Comments:   (Additional sheets may be used for comments) ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●●
Appraiser’s Overall Comments: (include strengths, areas of improvement and goals for upcoming year)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Overall Rating:  (Check only one):      E     VG     G     NI     U
Qualifications for this position:
Education:  

Experience:  
Physical:  

License/Registration:  

	SIGNATURES
	Date

	Appraiser


	
	

	Department Head


	
	

	Administrator


	
	

	Employee


	
	


Employee Comments:  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Return signed and completed Evaluation to Human Resources.  Please note the University reserves the right to change or reassign job duties as provided in policy and negotiated agreements.
Delaware State University

EMPLOYEE SELF ASSESSMENT / FEEDBACK FORM
	Employee Name: 
	Date: 



	Year Being Reviewed:
	Department: 


	Based on your job description and current work assignments, please answer the following questions using the following scale:   

E – Exemplary; S – Solid Performance; A – Approaching; N – Not Met


	Grade

	Customer focus:  I relate work and job purpose to Delaware State University mission and commitment to putting students first.
	

	Teamwork: I interact effectively and build respectful relationships within and between units and among individuals.
	

	Communication:  I communicate effectively in ways that enhance productivity and build respectful relationships.  Demonstrates active listening, written, verbal, and information technology skills as well as shares relevant information.
	

	Conflict Resolution:  I seek constructive approaches to resolving workplace issues.
	

	Integrity:  I adhere to high standards of personal and professional conduct.
	

	Adapting to Change:  I respond positively to change, showing willingness to learn new ways to accomplish work.
	

	Respect for Individuals:  I foster mutual respect and I support Delaware State University’s commitment to diversity.  I promote community building and diversity initiatives that help employees learn and respect each others’ differences.
	

	Safety:  I contribute to a safe and secure environment for students, visitors, faculty, and staff by following hand hygiene and other established procedures and protocols as appropriate by job function.
	

	Quality:  Adopts practices to improve work processes, enhance customer satisfaction and ensure excellence in daily work.
	

	Efficiency:  I accomplish tasks in ways to maximize productivity an available resources.
	


Additional Comments:   

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Please submit a list of your most significant accomplishments or contributions during this appraisal period with this form.  Thank you.
Instruction Sheet for setting up your DSU Annual Performance Evaluation and Criteria Based Job Description
	Employee Name
	Employee’s name (First, Last, MI)

	Job Title
	Employee’s job title as written on their job description

	Department
	Employee’s Department

	Reports to
	Employee’s immediate supervisor


	Union Affiliation
	Select Local #, if applicable


	Evaluation Date
	Date the form is completed


	Job Purpose
	Summarize the overall tasks and responsibilities this position is expected to perform on a routine basis

	Service Standards
	These are basic fundamental requirements for all DSU employees.  No changes required in this section.  This area is standard for all employees of DSU.

	Essential Functions
	This is a line item list of specific duties and responsibilities that the employee must be able to perform on a daily basis in order to meet the minimum requirements for this position.  Excess rows may be removed or additional ones may be added, if necessary.

	Required Knowledge, Skills and Abilities
	This list consists of specific competencies an employee must demonstrate that is indicative of their proficiency, initiative and expertise.  Excess rows may be removed or additional ones added, if necessary.

	Qualifications
	Enter the minimum hiring criteria for the position

	Signatures
	Sign and date
Appraiser:  Person completing the evaluation

Department Head:  Department Head

Administrator:  Vice President of the Division

Employee:  Employee being evaluated

	Please contact Human Resources at ext. 6261 if you need further assistance.
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