Southeastern Oklahoma State University
Simplified Staff Evaluation Form
For administrative, professional, and support staff 
	Employee Name: ________________________________
	Job Title: ________________________________

	Department: ________________________________
	Supervisor: ________________________________

	Evaluation Period: 01/01/2025 – 06/30/2026_
	Review Date: ________________________________


Rating standard
	Use one rating for each item.
- Meets Expectations: performance/conduct is acceptable for the position and current expectations.
- Does Not Meet Expectations: significant expectations were not met; supervisor must complete the follow-up section and identify prior steps taken.
- This form should reflect the job description, written expectations, observed work, prior feedback, and applicable University policies.


Supervisor evaluation: 10 items to consider
	#
	Item and supervisor consideration
	Meets
	Does Not Meet

	1
	Job knowledge and role responsibilities. Understands assigned duties, standards, systems, and expected outcomes.
	[  ]

	[  ]


	2
	Quality and accuracy of work. Produces work that is complete, accurate, and appropriate for the assignment.
	[  ]

	[  ]


	3
	Productivity and timeliness. Completes work on schedule and manages workload effectively.
	[  ]

	[  ]


	4
	Reliability, attendance, and punctuality. Maintains dependable attendance, follows call-in procedures, and is prepared to work.
	[  ]

	[  ]


	5
	Service to students, employees, and the public. Provides helpful, respectful, and responsive service to those served by the department.
	[  ]

	[  ]


	6
	Communication and follow-through. Communicates clearly, keeps appropriate people informed, and follows through on commitments.
	[  ]

	[  ]


	7
	Teamwork and collegiality. Works cooperatively, contributes to a respectful workplace, and supports department needs.
	[  ]

	[  ]


	8
	Professionalism and judgment. Uses sound judgment, maintains confidentiality, and represents the University appropriately.
	[  ]

	[  ]


	9
	Policy, safety, and compliance. Follows applicable policies, procedures, safety expectations, and required training.
	[  ]

	[  ]


	10
	Initiative, adaptability, and improvement. Adapts to change, seeks solutions, and looks for practical ways to improve work.
	[  ]

	[  ]



Overall evaluation
	[ ] Overall Meets Expectations
	[ ] Overall Does Not Meet Expectations


Reminder: If any item or the overall evaluation is marked Does Not Meet Expectations, complete the required follow-up section on page 2 before routing the evaluation.


Staff Evaluation Form - Supervisor Comments and Acknowledgment
Required section: Does Not Meet Expectations
	Complete this section for each item rated Does Not Meet Expectations. Be specific, objective, and include dates where possible.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

	Supervisor must address:
- Expectation(s) not met and specific examples.
- Steps already taken: coaching, training, counseling, Performance Correction documentation, schedule changes, or other supports.
- Follow-up plan: measurable actions, timeline, resources, and date for next review.
- Whether Human Resources has been consulted when performance correction or discipline may be involved.


Optional section: Exemplary employee recognition
	Use this section when the supervisor wants administration to know about exceptional contribution, leadership, service, innovation, or impact. Include evidence or outcomes.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


Goals or development priorities for next review period
	List one to three priorities, training needs, or projects for the next review cycle. This section may be used for employees who meet expectations as well as employees needing improvement.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


Employee comments
	Employee may attach or submit written comments. Employee signature acknowledges review and discussion, not necessarily agreement.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


Signatures and routing
	Employee signature: _________________________________________
	Date: ____________

	Supervisor signature: ________________________________________
	Date: ____________

	Next-level reviewer, if required: ______________________________
	Date: ____________

	Human Resources received: ___________________________________
	Date: ____________




Simplified Staff Evaluation Process
Purpose: make the staff evaluation easier to complete, easier to understand, and more useful for performance support, recognition, and personnel records.
	Step
	Action

	1. HR opens the cycle
	Human Resources announces the evaluation window, shares the current form, confirms routing instructions, and identifies any due dates.

	2. Supervisor prepares
	Supervisor reviews the job description, prior goals, attendance/reliability information, documented feedback, training records, and any performance correction materials.

	3. Supervisor completes the 10-item form
	Each item is marked Meets Expectations or Does Not Meet Expectations. The overall rating should match the evidence on the form.

	4. Address concerns before final routing
	If any item is Does Not Meet Expectations, the supervisor completes the required follow-up section, identifies prior steps taken, and consults HR when correction or discipline may be involved.

	5. Hold the review meeting
	Supervisor and employee meet privately. The discussion should include strengths, concerns, expectations, next steps, and any employee comments.

	6. Route and retain
	Employee, supervisor, next-level reviewer if required, and HR complete the routing. HR maintains the official personnel file copy.

	7. Follow up after the evaluation
	For Does Not Meet ratings, supervisor schedules a documented follow-up, usually within 30 to 90 days depending on the issue. For exemplary employees, administration may use the recognition section for awards, appreciation, development opportunities, or other available recognition.


Implementation notes for Supervisors
	
- Keep the annual form short; use separate Performance Correction documentation for detailed corrective action when needed.
- Use the evaluation meeting as a no-surprises conversation; performance concerns should normally be discussed before the annual review.
- Avoid medical, disability, protected-class, or leave-status detail in the evaluation. Consult HR when leave, accommodation, conduct, or discipline issues are involved.
- The recognition section should not promise salary action; it gives administration concise evidence of exceptional contribution.



Simplified staff evaluation form
