


Performance Evaluation Overview for Directors and Executives

[bookmark: _Int_oVRO6H5S]The performance review period is from January 1 through December 31. Performance evaluation meetings occur during the months of January, February and/or March in the following year. Please refer to the annual notice for current deadlines of the completed reviews to Human Resources. These may be delivered as hard copies, or scanned and emailed to hr@sfasu.edu. If circumstances exist that prevent compliance with this deadline, please contact Human Resources at (936) 468-2304. 

Employees will be evaluated on the following factors: 

	Executive Summary and Job Performance

	Leadership Effectiveness

	University Contributions 

	Overall Rating




Performance Rating Overview:
	Meeting Performance Expectations
	Performance clearly and consistently meets communicated performance requirements. Contributes to the organization’s/division’s/department’s success as outlined by essential job functions. Contributes unique, innovative, and workable solutions to projects/problems.

	Not Meeting Performance Expectations
	Performance is consistently below requirements and is unsatisfactory. Performance meets few or none of the standards/objectives. Shows failure to follow directions and initiate improvement. Corrective action must be outlined and monitored.



Overall Rating Overview:
	Exceeds Expectations
	Performance and engagement clearly and consistently exceed communicated requirements. Contributes to the organization’s success well beyond the job requirements. Contributes unique, innovative, and workable solutions to projects/problems.

	Meets Expectations
	Performance and engagement consistently meet the requirements, standards, or objectives of the job. Occasionally exceeds requirements. Results which are timely and accurate with minimal supervision can be expected.

	Needs Improvement
	Performance and engagement do not consistently meet the requirements, standards, or objectives of the job. Needs improvement in one or more areas. Problem areas should be monitored and documented. Requires guidance and direction to fully achieve/accomplish responsibilities and objectives.

	Unsatisfactory
	Performance and engagement are consistently below requirements and are unsatisfactory. Performance and engagement meet few or none of the standards/objectives. Shows failure to follow directions and initiate improvement. Corrective action must be outlined and monitored.
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Performance Evaluation for Directors or Executives

The supervisor should use this form to discuss performance expectations and to conduct an annual performance evaluation. For an overview of the performance management process, please visit Performance Management | Human Resources | SFA (sfasu.edu).

	Employee: Click or tap here to enter text.
	CID: Click or tap here to enter text.

	Supervisor: Click or tap here to enter text.
	Date: Click or tap here to enter text.

	Review Year: 2024



	Part I – Executive Summary
Please enter a brief narrative about the evaluated director’s or executive’s performance for the review year.

	Click or tap here to enter text.


	Job Performance Rating (Check One)

	                Meeting Performance Expectations:  ☐               Not Meeting Performance Expectations: ☐


	REQUIRED
Please provide additional comments to support your employee’s job performance rating:
Click or tap here to enter text.







	Part II – Leadership Effectiveness
Please enter a brief narrative discussing the evaluated director’s or executive’s leadership effectiveness for the review year and reviewing goals. Jointly develop goals and areas for growth for the next review year. 

Consider the following when reflecting on the director’s or executive’s leadership effectiveness: effective planning and decision making; appropriate delegation; communication; interpersonal relationships; ability to hire, develop, and coach staff; adaptability; compliance; management of financial resources. 

	Click or tap here to enter text.




 



	Part III – University Contributions 
Discuss any significant contributions, special projects, initiatives, or times that the employee has exceeded expectations.

	Click or tap here to enter text.







	Part IV – Overall Rating (Check One)
Please identify your employee’s overall evaluation rating. 

	Unsatisfactory

	 ☐

	Needs Improvement

	 ☐

	Meets Expectations

	 ☐

	Exceeds Expectations
	 ☐

	OPTIONAL 
Please provide additional comments to support your employee’s overall rating:
Click or tap here to enter text.




[bookmark: _Int_VeOpTrrH]My signature indicates I have reviewed this performance appraisal and have discussed the contents with my immediate supervisor or his/her designee. My signature also means that I have been advised of my performance and does not necessarily imply I agree with the evaluation. I understand that I may attach my comments to this document to be held in my personnel file in Human Resources.

	Employee Signature: Click or tap here to enter text.
	Date: Click or tap here to enter text.

	Supervisor Signature: Click or tap here to enter text.
	Date: Click or tap here to enter text.

	Reviewing Supervisor Signature: Click or tap here to enter text.
	Date: Click or tap here to enter text.

	Copy to Employee Provided:      ☐                           
(Check to Acknowledge)                                                                                            

	Date: Click or tap here to enter text.








Self-Evaluation for Directors or Executives

The director or executive should use this optional form to perform a self-evaluation prior to their yearly performance evaluation. For an overview of the performance management process, please visit Performance Management | Human Resources | SFA (sfasu.edu).

	Employee: Click or tap here to enter text.
	CID: Click or tap here to enter text.

	Supervisor: Click or tap here to enter text.
	Date: Click or tap here to enter text.



	Self-Evaluation

	I: Describe your overall performance and/or achievements for this review period. 
Click or tap here to enter text.


II: Who are your primary customers and how well have you served them this year?
Click or tap here to enter text.



III: Describe specific goals and/or specific projects you want to accomplish during the next review period. 
Click or tap here to enter text.
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