University of Illinois at Springfield

Employee Performance Evaluation Program

_________________________________________________________________________________________

Supervisor Nomination of Employee

for “Outstanding” Performance
_________________________________________________________________________________________

Name:
Title:

Department: 
Division:

Supervisor: 
Title:

Review Period:  April 1, 2010 to March 31, 2011
The performance review should be done between April 1, 2011 and June 1, 2011 and be forwarded to the Office of Human Resources by June 6, 2011.

Outstanding:  Achieved by employees who accomplish all of the goals and responsibilities at an excellent level of performance.  They frequently far exceed expected performance standards and achieve outstanding results in completing assignments.  They show outstanding ability to understand departmental/unit needs and may develop innovative systems and operations.  When appropriate, they assist subordinates or co-workers in their development and willingly accept and carry out special assignments in an outstanding manner.

​​​​​​​​​​​​​​​
In order to receive an “Outstanding” overall rating on the nomination form, for each respective rating all, or all but one, of the applicable categories must be indicated.  The supervisor must also document the employee’s performance to support that the employee is performing an “Outstanding” standard of evaluation.  A supervisor must complete the nomination form and forward the nomination (along with a completed copy of the employee’s current Performance Evaluation) to the next level supervisor for review and decision.

A. 
Job Knowledge
( ) 
Outstanding: The employee meets the requirements for “Exceeds Expectations” and, in addition, demonstrates creativity and generates new ideas and new ways of enhancing the knowledge and skill base associated with the position.  

Provide an explanation and concrete examples below of how the employee performs at an “Outstanding” standard of evaluation.

B.
Judgment

( )
Outstanding: The employee meets the requirements for “Exceeds Expectations” and, in addition, proposes innovative solutions to problems, plays a leadership role in developing new policies and procedures, is successful at managing change and resolving disputes within his/her sphere of activity, and is successful at developing subordinates to perform at their highest level of attainment (if applicable).

Provide an explanation and concrete examples below of how the employee performs at an “Outstanding” standard of evaluation.
C. 
Reliability and Commitment to the Job:

 ( ) 
Outstanding: The employee meets the requirements for “Exceeds Expectations” and, in addition, assumes responsibility for ensuring products/services are provided in a timely fashion and complies with university and unit policies and procedures.  Is an outstanding role model for other employees.

Provide an explanation and concrete examples below of how the employee performs at an “Outstanding” standard of evaluation.

D.
Customer Service: 

( )
Outstanding:  The employee meets the “Exceeds Expectations” and, in addition, produces top quality, error free services.  The quality of customer service is consistently high.

Provide an explanation and concrete examples below of how the employee performs at an “Outstanding” standard of evaluation.

E.
Productivity:
( )
Outstanding:  The employee meets the “Exceeds Expectations” and  in addition, delivers top quality work to consumers and produces an extraordinarily high volume of work on a consistent basis.

Provide an explanation and concrete examples below of how the employee performs at an “Outstanding” standard of evaluation.

F.
Communication Skills: 
 ( ) 
Outstanding: The employee meets the requirements for “Exceeds Expectations” and, in addition, has superior verbal and written communication skills.  Models effective group process.  Fosters and encourages the full participation of all participants.

Provide an explanation and concrete examples below of how the employee performs at an “Outstanding” standard of evaluation.

G.
Teamwork, Cooperation, Attitude and Interpersonal Skills:
 ( ) 
Outstanding: The employee meets the requirements for “Exceeds Expectations” and, in addition, has suggestions for improving unit and university operations that have been adopted and implemented.  Plays a leadership role in mobilizing others to meet university and unit workload demands.

Provide an explanation and concrete examples below of how the employee performs at an “Outstanding” standard of evaluation.

H.
Supervision and Leadership: Complete only for individuals with supervisory responsibility. 

 ( ) 
Outstanding: The employee meets the requirements for “Exceeds Expectations” and, in addition, is an outstanding leader and mentor.  Employees are performing at the highest level in quality and productivity.  

Provide an explanation and concrete examples below of how the employee performs at an “Outstanding” standard of evaluation.

I.
Overall Assessment:

	
	


	
	  Outstanding


Comments are required to support your Overall Assessment.

___________________________________________________________________________________________

Nominated employees must sign the nomination to show they have read it.  Signing does not mean the employee necessarily agrees with the contents of the nomination.

________________________________________________
________________________________________

Employee Signature

Date

________________________________________________
_______________________________________

Immediate Supervisor Signature

Date

________________________________________________
_______________________________________

Intermediate Level Supervisor (if applicable)

Date

    

________________________________________________
____________
____________
__________         Dean/Director Signature (if applicable)

Date    

Approved
Denied

_______________________________________________
____________
____________
__________

Chancellor/Division Head Signature (if applicable)

Date

Approved
Denied
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