Employee Performance Assessment Checklist
The employee has a shared responsibility in their ongoing job performance.   As you consider your role in achieving performance expectations, listed below are a few tips to help you keep on track.

Beginning of the Performance Period 

· Review your unit’s performance evaluation process with your supervisor

· Ask for a statement of your units goals and competencies and understand their relationship with the university’s strategic plan from supervisor

· Know the performance competencies on which you will be evaluated.  If you do not know, ask your supervisor

· Review your current job description 

· Review your performance expectations, goals and individual development plan with your supervisor 

· Ensure you have documented your development plan and goals within SuccessFactors

During the Performance Period 

· Keep any scheduled performance or related meetings with your supervisor.  Ensure all meeting dates are on your calendar.

· Seek feedback on how you are doing from your supervisor

· Make your supervisor aware of any challenges you are encountering

Near the End of Performance Period 

· Complete your self-assessment within SuccessFactors

· If needed, attend and/or request training on how to prepare your self-assessment 

· Know the due date for submitting your self-assessment to your supervisor

· Know the date of your one-on-one performance assessment meeting with your supervisor

· Ensure all meeting dates are secured on your calendar

Prepare to Meet with Supervisor to Discuss Performance

· Ensure your self-assessment has been completed

· Document status of goals and training/professional development activities
· Draft performance goals for upcoming year

· Draft training/professional development for upcoming year 

· Identify career interests

· Review the assessment from your supervisor

· Meet with supervisor one on one to discuss performance evaluation

· Obtain supervisor’s feedback on your performance

· Discuss any differences and resolve with supervisor

· Determine performance goals for next year

· Determine training/professional development for next year

· Determine career interests

· Sign the evaluation electronically in SuccessFactors 

