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Performance Checklist for LSA Employees in the

Career Family Classification System

Employees and their administrative supervisor(s) jointly complete the majority of this checklist.

	Employee Name:
	UMID:

	UM Market Title:
	Working Title:

	Supervisor Name:
	Supervisor’s Title:

	Unit Name:
	Review Period:


1. We developed and discussed a work plan that outlined key areas of responsibility and goals that aligned with those areas of responsibility.

 Yes
No (Provide an explanation below if “No” is checked)

Explanation:  ​​​​​​​​​​​​________________________________________________________________________________________

2. We had two or more formal, two-way feedback discussions about the work plan.

 Yes
No (Provide an explanation below if “No” is checked)

Explanation:  ​​​​​​​​​​​​________________________________________________________________________________________

3. We completed an end-of-year formal appraisal of the work done by the employee.  The appraisal involves a required discussion that is based on the employee’s work plan.
 Yes
No (Provide an explanation below if “No” is checked)

Explanation:  ​​​​​​​​​​​​________________________________________________________________________________________
4. Supervisor must provide a 1-2 paragraph attachment summarizing the employee’s performance for the year and recommending potential areas for professional growth and/or development. 
 Completed
Not Completed (Provide an explanation below if “No” is checked)

Explanation:  ​​​​​​​​​​​​_________________________________________________________________________________________________
5. Supervisors check one box below that best describes the employee’s overall performance.  

a. A performance improvement plan must accompany checklists with a “Needs Improvement” or “Unsatisfactory” rating.  Staff rated “Unsatisfactory” must have received prior counseling. 

b. A template performance improvement plan can be found on the LSA HR website.
Satisfactory Needs Improvement   Unsatisfactory
6. I (Employee) have read and understand the University’s Statement on Stewardship as well as the College’s Policy on Conflicts of Interest and Conflicts of Commitment for Staff that appear at:

· http://www.lsa.umich.edu/facstaff/hr/lsapoliciesguidelines/conflictofinterest_ci  AND http://www.hr.umich.edu/stewardship.html

I have no conflict of interest or commitment to report OR


I have reported all potential conflicts
7. Employee may provide additional comments via an attachment if employee wishes to do so.
Employee Signature:  ​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________
Date:  ____________
Supervisor Signature:  _____________________________________
Date:  ____________
Please send the original checklist to LSA HR, 2120 LSA, Campus Zip 1382

· Employee and supervisor should collaborate to complete majority of checklist.  Supervisor is accountable for final evaluation of performance and checklist completion.

· Employee Name – Preferred name of employee receiving checklist.
· UMID – 8 digit employee University identification number also known as EmplID.
· UM Market Title – Official title for employee’s job classification found in Wolverine Access.
· Working Title – More descriptive job title sometimes used by employees.   Must comply with University guidelines at http://www.hr.umich.edu/compclass/flsa/classrev.html. 

· Supervisor Name – Preferred name of supervisor completing the checklist.
· Supervisor’s Title – Supervisor’s UM market title or working title.
· Unit Name – Official name of employing LSA department
· Review Period – Period of time covered by performance appraisal, generally from May of one year to May of following year and sometimes partial year for recent hires.
· (#1) Work Plan Completion – Attest to completion of work plan or explain if incomplete

· (#2) Feedback Discussions – Attest to completion of discussions or explain if incomplete

· (#3) Appraisal Discussion – Attest to completion of discussion or explain if incomplete

· (#4) Supervisor Comments – All supervisors provide 1-2 paragraphs summarizing employee’s overall performance and achievements during review period via an attachment.  
· Supervisors should discuss specific achievements and /or recommended areas for professional development, if any, based on observations during review period.   

· Feedback from other sources including and not limited to faculty, students, and other staff may be provided.  Documented feedback received via surveys, email, or other means is highly preferable.
· (#5) Performance Rating - Supervisors must check only one rating box.
· Performance improvement plan must be completed and submitted with any checklist that reflects an unsatisfactory or needs improvement rating.  Template performance improvement plan is available from LSA Human Resources.
· (#6) Stewardship Statement and Policy on Conflicts of Interest and Commitment – Only employee must review and accordingly check these boxes.

· (#7) Employee Comments – Employee can submit optional comments via an attachment.
· Employee Signature – Employee signs document in this area.  Employee’s signature confirms receipt and understanding of information discussed in checklist and not necessarily agreement with the performance appraisal.  

· Supervisor Signature – Supervisors signs in this area.

· Submission to HR Records – Supervisors must send copy of checklist to LSA Human Resources.  LSA HR will review and send copy to the employee’s UM personnel file.
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