
Virginia Tech

Administrative and Professional Faculty

Performance Planning and Evaluation Template
(Long Form)
Purpose:  

This Performance Planning and Evaluation Form is used to establish and evaluate annual goals, major job responsibilities, and focus areas for Administrative and Professional Faculty. The evaluation form is organized into seven (7) sections.  

Steps to Complete Evaluation:

Step 1:  The Administrative and Professional Faculty member completes Section A, including transcribing personal and area/program goals from their previous evaluation; Section B, Subsections (1.A), (2.A), (3.A), (4.A), (5.A) and (6.A); Section C; and Section D.
Step 2: The supervisor receives evaluation form from the Administrative and Professional Faculty member. Supervisor reviews comments and then completes Section B, Subsections (1.B), (2.B), (3.B), (4.), (5.B) and (6.B), and Section E.
Step 3:  The Administrative and Professional Faculty member will have an in-person meeting with their supervisor to discuss the evaluation.

Step 4:  Following the meeting the Administrative and Professional Faculty member may respond to their supervisor’s comments by completing Section F, if desired.

Step 5:  The Administrative and Professional Faculty member and their supervisor will both sign the fully executed evaluation form. This final form will be submitted to the Department of Human Resources to be put in the Administrative and Professional Faculty member’s personnel file.
	Administrative and Professional Faculty member’s name:
	

	Title:
	

	Department:
	

	Supervisor’s name:
	

	Supervisor’s title:
	

	Performance review cycle:
	From _____________ 20_____  to ______________ 20_____                           

	Date submitted by Administrative and Professional Faculty member to supervisor:
	

	Date of evaluation meeting between Administrative and Professional Faculty member and supervisor:
	


	Section A:  Foundation for Evaluation

	

	Individual goals transcribed from previous year’s evaluation, Section D. These goals were focused on professional skills and personal attributes that assist in achieving a higher level of work or professionalism (such as, communication skills, teamwork, learning new software, attending a conference, etc.).

	

	Modifications to individual goals from previous year’s evaluation:

	


	Program/area goals transcribed from previous year’s evaluation, Section D. This included at least three strategic goals for your program or area and how you would contribute to their achievement.


	

	Modifications to program/area goals from previous year’s evaluation:

	


Section B: Evaluation Categories 

	Category 1:  Strategic direction and implementation of program/area – the extent to which employee conceives of and develops ideas and initiatives to ensure the long-term success of his/her program or area.



	(1.A) Administrative and Professional Faculty member’s description of his/her performance:


	(1.B) Supervisor’s comments:



	Category 2:  Outcomes and accomplishments – the extent to which employee fulfills job functions of his/her position, as defined in the job description and the goals listed in Section D of the previous evaluation. 



	(2.A) Administrative and Professional Faculty member’s description of his/her performance:


	(2.B) Supervisor’s comments:


	

	Category 3:  Support and supervision – the extent to which employee successfully supervises, works with, and/or supports others in his/her immediate program or area, including direct reports and constituents (such as, faculty, staff, students, team members, alumni, board members).  


	(3.A) Administrative and Professional Faculty member’s description of his/her performance:


	(3.B) Supervisor’s comments:



	Category 4:  Outreach and teamwork – the extent to which employee successfully works with and supports others outside of his/her program or area.



	(4.A) Administrative and Professional Faculty member’s description of his/her performance:


	(4.B) Supervisor’s comments:



	Category 5:  Professional service – the extent to which employee successfully supports his/her profession at-large and/or within the university.



	(5.A) Administrative and Professional Faculty member’s description of his/her performance:


	(5.B) Supervisor’s comments:



	Category 6:  Diversity – the extent to which employee moves diversity forward at Virginia Tech – Guidelines for this section can be found at www.inclusive.vt.edu/resources/dsp/ief.html  


	(6.A) Administrative and Professional Faculty member’s description of his/her performance:


	(6.B) Supervisor’s comments:



Section C: Additional achievements (Narrative or list to be completed by Administrative and Professional Faculty member):
	Recognition – Share any recognition that you received in the last year for your high level of performance. Recognitions can include, but are not limited to, awards (professional or personal), presentations at conferences or other public arenas, published work, and any accolades from colleagues, constituents, or other sources.

	


Section D: Goal setting for the year to come (To be completed by Administrative and Professional Faculty member) – this information will be used as the foundation for the next evaluation cycle:
	Individual goals for the coming year – These goals are focused on professional skills and personal attributes that assist in achieving a higher level of work or professionalism (such as, communication skills, teamwork, learning new software, attending a conference, etc.).

	


	Program/area goals for the coming year – Please describe at least three strategic goals for your program or area and how you will contribute to their achievement.

	


Section E: Overall performance evaluation (To be completed by supervisor):
	Supervisor’s summary of Administrative and Professional Faculty member’s performance, discussing areas of strength and areas for improvement. Provide specific examples to illustrate.

	


	


	


Section F: Administrative and Professional Faculty member’s comments (To be completed by Administrative and Professional Faculty member, if desired):
	Administrative and Professional Faculty member may use this section to comment on responses made by supervisor’s response or any aspect of the performance evaluation.

	


Section G:  Signatures

	Establishment of goals for the year to come, Section D:
I have reviewed and understand the personal and area/program goals.


	Administrative and Professional Faculty member’s signature:





Date:

	Supervisor’s signature:







Date:


	Performance Evaluation: (To be completed at the end of the performance review cycle)
I have reviewed this performance evaluation and the contents was discussed in an evaluation meeting involving the Administrative and Professional Faculty member and his/her supervisor.   

	Administrative and Professional Faculty member’s signature:


Date:

	Supervisor signature:







Date:


Once fully executed and signed, this completed performance evaluation form shall be filed in the Administrative and Professional Faculty member’s personnel file, with a copy provided to the Administrative and Professional Faculty member.
Revised March 7, 2016
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