Keene State College

PAT Performance Review and Goal Development Plan

Name

Review Period 
 to


Department 

Position 

Mail stop


Position Description Questionnaire  (PDQ) last reviewed 



SIGNATURES

I have read and discussed this performance review and goal development plan with my supervisor.  If there are areas where my supervisor and I disagree, I understand that I can respond in writing to my Principal Administrator, with a copy to my supervisor, and have that response included in my personnel file as an official part of my personnel record.  

Employee

Date 



Supervisor 

Date 


Principal Administrator 
 
 Date
 


Human Resources will notify the employee and the supervisor via e-mail when this document is received and filed in the Employee’s Personnel File.



Section 1 
Self Assessment and Reflection of Past Goals

Employee Name:_________________________________
This narrative section is to be completed by the PAT.  Areas to be covered include: 1.) accomplishments, initiatives, contributions to institutional goals and committee and teamwork; 2.) administrative skills, supervision and leadership, communication skills, resource management (budget, people, space) and comparison of departmental benchmarks; and 3.) areas of improvement and professional development.

	Section 2 - Performance Factors
	Employee _____________________________        

	This section is to be completed by the supervisor for all PAT's within the unit. Please mark (X) the appropriate box. Make comments and/or provide examples as needed. A draft of this form should be shared with the employee about one week prior to the performance review meeting.  

	 
	E
	M
	 I  
	U
	N
	Comments
	Standard

	 
	 
	 
	 
	 
	 
	 
	Provides accurate, thorough, professional work, regularly.

	Work Quality
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	Organizes, plans and forecasts work skillfully to meet job needs. Effectively uses human resources and funds available to accomplish the job.

	Organization & Planning
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	Analyzes problems skillfully; uses logic and good judgment to reach solutions.

	Analysis & Judgment
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	Personally responsible; can be called upon for difficult and pressured challenges.

	Responsiveness & Dependability
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	Works well with others; seeks opinions, values working relationships, gets things done and keeps information lines open at all levels.

	Interpersonal Skills/Teamwork
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	Helps to determine the needs of the workplace; helps the department to meet its goals; uses innovation and creativity in problem solving.

	Initiative
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	Clearly expresses ideas and demonstrates active listening skills; communicates effectively and appropriately with students, faculty and staff

	Communication
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	As pertains to specific job functions such as technological skills, job knowledge, customer service, etc.

	Other_________________________
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	
	
	
	
	
	
	Supervisor __________________________
	Date ________________

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Section 3 - Supervisory Factors
	Employee _____________________________        

	This section is to be completed by the supervisor only for  PAT's with supervisory responsibility.  Please mark (X) the appropriate box. Make comments and/or provide examples as needed. A draft of this form should be shared with the employee about one week prior to the performance review meeting.  

	 
	E
	M
	 I 
	U
	N
	Comments
	Standard

	 
	 
	 
	 
	 
	 
	 
	Treats all people with respect. Values diverse perspectives. Provides constructive feedback maintaining respect for the individual

	Respectful Employee Relations
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	Shares information broadly. Facilitates discussion before decision-making process is complete when appropriate. Seeks consensus when appropriate.

	Collaboration
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	Encourages an open exchange of ideas. Conducts fair, timely and constructive perfromance appraisals. Generally accessible to staff and meets on a regular basis. Demonstrates good facilitation skills.

	Communication
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	Resolves conflicts quickly and fairly by implementing appropriate procedures. Achieves positive outcomes in resolving conflicts.

	Conflict Resolution
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	Takes personal responsibilityfor unit's success and leads to achieve. Honest and ethical in all responsibilities entrusted to him/her.

	Leadership/Accountability
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	Encourages individual and unit training and development of his/her staff. Supports staff participation in governance and service committees. Respects aspiration of people within the unit.

	Employee Development
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	Effectively manages the personnel, equipment and financial resources of the unit to meet goals of the unit and the College. Complies with USNH and KSC safety policies.

	Resource Management
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	As pertains to other supervisory responsibilities

	Other_________________________
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	
	
	
	
	
	
	Supervisor __________________________
	Date ________________

	
	
	
	
	
	
	
	


Section 4       Supervisor’s Summary and Comments



Employee Name:_________________________________ 

This narrative section is to be completed by the supervisor… 1.) for additional comments; 2.)to address matters that are not covered elsewhere in the performance evaluation and 3.) to document discussion topics from the performance evaluation meeting.

Section 5
Individual Goals for Coming Year



Employee Name__________________________________ 

This section is to be completed collaboratively by the supervisor and PAT during the performance review meeting.  Goals are based on departmental goals, Keene State College mission, values and the college’s strategic plan. These goals will form the basis for the employee’s next performance review.

RATINGS DEFINITIONS








E = Exceeds expectations		The employee frequently makes significant contributions beyond job expectations.





M = Meets expectations		Employee knows and performs the job well. This is a fully competent and valuable employee.





I  =  Improvement needed		Results fall below expectations and needs improvement in this area.





U = Does not meet expectations	Employee consistently performs below expectations.  In this area performance is unacceptable.





N = Not applicable			This objective does not apply to position or department.

















