2008-2009 ACADEMIC RESEARCH STAFF ANNUAL REPORT
SCHOOL OF EARTH SCIENCES

Employee Name:

Note:  Please complete and return to your supervisor at the time of your performance appraisal and attach your updated resume (CV). 
RESEARCH:  Please describe the specific research contracts on which you worked and your role in each of them.  Indicate the approximate percentage of time spent on each.
PUBLICATIONS:  Include in categories A - E only those items which actually appeared in print, or conference talks actually given in 2006-2007 (to date).


A)  Books and contributions to books


B)  Archival journal articles


C)  Refereed symposia publications (e.g., IEDM, ISSCC)


D)  Technical reports (e.g., SEL reports)


E)  Non-refereed presentations at meetings (e.g., ECS)


F)  Papers submitted for publication or in preparation (indicate status)
UNIVERSITY SERVICES OTHER THAN RESEARCH:  (Include teaching, committee membership/attendance, advising, presentations, etc)
LAB/DEPT./UNIT SERVICES OTHER THAN RESEARCH:  (Include committee membership/attendance, informal courses taught for technicians, equipment installation, etc.)
PROFESSIONAL ACTIVITIES OUTSIDE THE UNIVERSITY:  (Include offices held in professional organizations, journal editorships or manuscripts reviewed, invited presentations at other universities or companies, courses taught outside Stanford, etc.)
HONORS and AWARDS
OTHER:  Describe any relevant activities not described under the above categories.
PERFORMANCE APPRAISAL

Employee Name:





Supervisor:
This document is intended to reflect the evaluator's view of the staff member's performance during the past year.  It is also intended to set objectives for future development.

1.
RESPONSIBILITIES:  Summarize major responsibilities.
2.
ACCOMPLISHMENTS:  Describe accomplishments since last review, including comparison of results with goals set then.
3.  ADDITIONAL COMMENTS:

Please either comment to the right or attach a separate sheet of paper to comment on any ratings, particularly Unsatisfactory Performance to indicate where improvement is needed.
	

	Performance Standards:  

Complete ratings for performance factors as it relates to the 

employees performance and responsibilities.  Please check the

appropriate box.
	Unsatisfactory Performance
	Fully Competent
	Exceptional
	Growth Needed/Learning
(provide comments)

	Integrity and Accountability - Is widely trusted; is seen as a direct, truthful individual; presents facts in an appropriate and helpful manner; keeps confidences; admits and gains insights from mistakes; is dependable, delivers on promises, follows through on commitments; takes ownership of responsibilities.
	
	
	
	

	Interpersonal Skills - Behaves in a professional manner which fosters and maintains effective collaboration, trust, and respect; knows how to get things done both through formal channels and the informal network; quickly finds common ground and solves problems for the good of all; represents his/her own interests and yet is fair to other groups; employee is an advocate for the success of other team members; listens carefully and responds appropriately to support the collegial and effective operation of own program and SES.  Adheres to the Respectful Workplace guiding principles.
	
	
	
	

	Citizenship - Understands the goals of the organization and demonstrates commitment to them; aligns individual work with SES priorities and standards; supports the goals of other departments and the greater good of the University; actively seeks ways to build partnerships among SES programs and with campus colleagues.
	
	
	
	

	Communication Skills - Writes, speaks and presents clearly, succinctly and effectively; fosters an atmosphere of openness and mutual respect that encourages feedback and conversation.
	
	
	
	

	Decision Making - Makes timely and effective decisions based upon a mixture of analysis, wisdom, experience, and judgment; solutions and suggestions generally turn out to be appropriate when judged over time.  Is innovative in applying ideas to meet challenges and realizes opportunities; demonstrates imagination.
	
	
	
	

	Adaptability and Flexibility - Changes direction and focus when needed to maintain alignment with organizational priorities; re-prioritizes work given a shift in circumstances; approaches change with a “can do” attitude; pursues new learning to adapt to changes; is open to new ideas and willing to act upon new information.
	
	
	
	

	Punctuality - Uses good judgment in scheduling time away from work and handling personal business during work hours; keeps supervisor and others informed as appropriate; respects time of others by arriving to meetings on time.
	
	
	
	

	Initiative - Proactively addresses issues and opportunities; seeks out new assignments and assumes additional responsibility when appropriate; seeks feedback and information to improve self and services provided.  Ability to be a self-starter, to offer suggestions and to anticipate needs.
	
	
	
	

	Quality of Work and Productivity - Demonstrates accuracy, thoroughness and effectiveness in carrying out job assignments.  Plans and organizes work, sets and accomplishes goals and uses available resources to complete assignments on schedule; uses time effectively and efficiently; sets priorities; values time.
	
	
	
	

	Leadership and Supervision - Builds support and enlists cooperation of others.  Develops and articulates clear vision and purpose of workplace.  Establishes and maintains open communication.  For Supervisors:  Provides opportunities for development and timely constructive feedback to employees; make the most effective use of available resources; able to objectively assign job duties to staff and encourages collaboration amongst the team.
	
	
	
	


GOALS FOR THE COMING YEAR:  Establish a joint plan for the coming year including specific actions that will improve effectiveness.  These goals should form a basis for the next review.
Overall Rating

Taking into account all of the information reflected above, summarize this employee’s performance using the performance scale listed on Page 3.  Please select only one.
 FORMCHECKBOX 
    Exceptional

 FORMCHECKBOX 
    Fully Competent 
 FORMCHECKBOX 
    Growth Needed/Learning

 FORMCHECKBOX 
    Unsatisfactory Performance

Employee Comments:

Date:
_________
Employee's Signature: ______________________________________


Acknowledge receipt of performance appraisal

Date:
_________
Supervisor’s Signature: _____________________________________
Date:
_________
Department Chair’s Signature: ________________________________
Performance Ratings


Unsatisfactory Performance: Improvement needed, does not regularly meet expectations in this area of responsibility.


Fully Competent:  Is a consistent performer fulfilling and meeting all aspects in this area.


Exceptional:  Achieves results far exceeding those expected in this area of responsibility; demonstrates outstanding initiative and creativity.


Growth Needed / Learning:  Is a satisfactory performer in this area of responsibility but continues to learn key aspects.
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