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PROFESSIONAL STAFF EVALUATION FORM
College of Sciences and Technology

Western Washington University

	Staff Name:
	     
	
	Title:
	     

	Department:
	     
	
	Date:
	     

	Evaluator Name:
	     
	
	Title:
	     


Please evaluate and comment on the professional staff’s performance in each of the following areas.  
________________________________________________________________________________
Job Function and Administration

· Skilled in the specialties of this position, has a clear understanding of the role and scope of the position, and a knowledge of current developments in the area.  
· Willingly assumes responsibility. 
· Strives to help those under his/her supervision to develop full potential (as applicable).

· Has a clear understanding of, and adheres to, university policies and procedures.
Outstanding
Exceeds Expectations
   Meets Expectations
  Needs Improvement
  Unsatisfactory

 
5  FORMCHECKBOX 
            
4  FORMCHECKBOX 
                    
3   FORMCHECKBOX 
                           
2   FORMCHECKBOX 
                    
1   FORMCHECKBOX 
          
Comments:

     
Problem Solving and Decision Making

· Able to cope with unanticipated events

· Applies policy consistently and fairly

· Gathers pertinent facts before acting and makes sound and timely decisions.

· Consults with others as appropriate on important decisions.

Outstanding
Exceeds Expectations
   Meets Expectations
  Needs Improvement
  Unsatisfactory

 
5  FORMCHECKBOX 
            
4  FORMCHECKBOX 
                    
3   FORMCHECKBOX 
                           
2   FORMCHECKBOX 
                    
1   FORMCHECKBOX 
          
Comments:

     
Communication

· Communicates in a timely and responsive manner.

· Shares important data, as appropriate, in a willing and organized manner. 

· Communicates fully with constituent groups.

· Gives proper credit to others for their contributions.

· Is positive and helpful in contacts outside of his/her work area.

Outstanding
Exceeds Expectations
   Meets Expectations
  Needs Improvement
  Unsatisfactory

 
5  FORMCHECKBOX 
            
4  FORMCHECKBOX 
                    
3   FORMCHECKBOX 
                           
2   FORMCHECKBOX 
                    
1   FORMCHECKBOX 
          
Comments:

     
Planning and Leadership

· Initiates and sustains action toward defined goals.

· Keeps goals up to date and clearly stated.

· Plans ahead for activities under his/her cognizance.

· Encourages and demonstrates initiative and innovation.

· Is receptive to constructive suggestions for change.

Outstanding
Exceeds Expectations
   Meets Expectations
  Needs Improvement
  Unsatisfactory

 
5  FORMCHECKBOX 
            
4  FORMCHECKBOX 
                    
3   FORMCHECKBOX 
                           
2   FORMCHECKBOX 
                    
1   FORMCHECKBOX 
          
Comments:

     
Objectives for Next Performance Period

     
Additional Evaluator Comments
     
Staff Comments
	
	
	

	Professional Staff Signature
	
	Date


*According to the Professional Staff Handbook, the employee being evaluated shall sign the evaluation, indicating s/he has read the document. A signature does not signify agreement or disagreement with the contents of the evaluation.


