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Benchmarking/Interim Evaluation Form
The purpose of this form is for the supervisor to establish the standard of performance in each area of review. If at the time of annual performance reviews and employee or supervisor is new to a department and the supervisor has not had sufficient time (4 months or less) to properly evaluate the employee's performance, this form may be used temporarily in place of the standard Performance Management Form. It allows the supervisor to communicate expectations and/or requirements specific to the given position in each category, if necessary. Space is also provided to give feedback about initial observations regarding performance thus far. If this form is being used in place of the standard Performance Management form during the annual review time, an actual performance evaluation must be performed and turned into HR within 4 months of the Interim Evaluation. This form may also be used to the establish the benchmark for a new KSU employee. All evaluations should be forwarded to HR for placement in the employee's personnel file.  Please note that the standards included herein are intended to describe in general a given level of performance relative to the factor being rated. The are not meant to be all inclusive of conditions, which must exist in order to legitimately measure an employee's performance. Rather the definitions are intended to convey, in broad terms, a "snapshot" description of conditions, which typically exist at the desired performance level.  The evaluator should sign the form in the space provided and obtain the signatures of the employee and his/her immediate supervisor. Please provide a copy to the employee.  The original, signed and completed form should be routed to Human Resources, Mail Drop #9120.
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PUNCTUALITY/ATTENDANCE/DEPENDABILITY
Arrives at work on time, punctual for meetings, appointments and adheres to work schedule. Follows procedure regarding supervisor pre-approval of leave, and does not abuse sick time.  A Productive employee consistently observes regular work schedules and is flexible and available to work scheduled, approved overtime when their supervisor determines it to be in the best interest of the university.
POLICY/PROCEDURE KNOWLEDGE
Understanding job procedures, policies and responsibilities, keeping up-to-date professionally; acting as a resource person on whom others rely for assistance.  A Productive employee demonstrates a thorough understanding of all procedures and processes required to effectively perform all assignments. Very rarely needs help regarding how to execute a given assignment. When new procedures or processes are introduced, learns quickly and begins efficient application.
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PRODUCTIVITY
Quality of Work: Completes assignments in a thorough and accurate manner.  Quantity of Work:  Produces a high volume of work; responding to work situations by making self available for additional assignments as changing priorities and time pressures demand. Timeliness:  Completing assignments by scheduled time; allocating time to various tasks and assignments in accordance with priorities; informing supervisor when schedule problems occur; working well under time pressures.
 
A Productive employee consistently completes assignments on time or ahead of schedule and at the desired level of output both in terms of quality and quantity. If conditions impacting productivity are outside the control of the employee, he/she notifies the supervisor in a timely and appropriate manner.
COMMUNICATIONS
Exchanging ideas, messages and information in a clear, concise manner using appropriate format, spelling and grammar.  A Productive employee communicates with others effectively speaking and/or in writing. Possesses and uses vocabulary required to successfully express thoughts, ideas and explanations. Keeps supervisor and coworkers informed.
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CUSTOMER SERVICE
Understanding and meeting the needs of internal and external clients and building client satisfaction. How effectively does the employee interact with customers in serving their needs? For purposes of this exercise, "customer" is defined as anyone (either internal or external to the KSU community) requiring information or service related to the employee's job duties, knowledge and experiences.   A Productive employee responds in a timely, courteous and informed manner to customer inquiries and concerns. When an immediate response is not possible, provides necessary follow-ups and keeps customers informed.
COOPERATION AND TEAMWORK
Putting the department or group's success ahead of personal goals; sharing information and resources with others; giving timely responses to requests made by others; promoting teamwork.  
 
A Productive employee contributes meaningfully to work group efforts by offering new ideas for improvement, sharing knowledge and otherwise demonstrating a cooperative manner in dealing with supervisors and coworkers.
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FLEXIBILITY/ADAPTABILITY
Adapting to changing needs and circumstance; recognizing the merits of new or different approaches; showing willingness to adopt new methods.   A Productive employee displays a positive attitude, and is willing and able to try new methods and to help others adapt.
PROBLEM SOLVING
identifying problems and analyzing causes; taking or recommending actions after evaluating appropriate alternative solutions; following up to ensure problems are actually corrected.   A Productive employee thinks through a process before they begin work to avoid problems. Makes independent decisions, and is willing and able to stop a process to avoid creating a difficult situation. Adequately communicates to their supervisor regarding the status of problem situations.
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WORK HABITS
Keeps work area neat, returns equipment and paperwork to proper place, keeps colleagues informed of status of assignments in case of emergency. Dresses appropriately and consistent with departmental standards.   A Productive employee consistently accepts responsibility for assigned work and performs tasks as directed. Ensures that results are complete and meet expectations prior to beginning a new assignment.
OVERALL PERFORMANCE
A Productive employee's job performance can be summarized as consistently completing job assignments as expected in terms of quality and schedule. The employee's performance can be described as solid, fully competent in all aspects of job content and expectations.
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ADDITIONAL COMMENTS
EMPLOYEE COMMENTS
IMPROVEMENT/DEVELOPMENTAL PLANS
The employee's signature acknowledges receipt of this evaluation.  The employee's signature does not necessarily imply agreement with supervisor conclusions.  The employee has up to 30 days of his/her signature to submit additional comments to accompany this review.
Employee Signature
Date
Supervisor Signature
Date
Dean,Director, Department Head/Chair Signature
Date
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