ACADEMIC STAFF

REQUEST FOR A WRITTEN EVALUATION




Date 

TO:




Supervisor

FROM:    

Academic Staff Member

 “The performance review program is intended to assist employes in improving job performance, work situation and career development and to assist supervisors in providing motivation and improved utilization of employees.”  (U.W.-Madison ASA Chapter 4)

U.W.-Madison ASA Chapter 4 provides for a written performance review of each academic staff member.  The request for such a written review may be made in writing at any time by the academic staff member.

At this time, I am requesting a written performance review.  Chapter 4 specifies that you shall respond to this request within 10 working days after receiving the request.  I shall then have 10 working days after receiving your written evaluation to respond in writing.  This form, your written evaluation, and my response shall be filed in my official personnel file within 10 working days of their receipt.  Although you are not required to use this form, I am providing it for your convenience.  However, the initial part, which I have filled out, must be filed in my official personnel file.

The supervisor and/or chairperson is responsible for insuring that this review is placed in my official personnel file and, thereby, becomes a permanent record of performance.

Plant Pathology Academic Staff Evaluation


EVALUATION PERIOD: January 1, 2004 to December 31, 2004
(This part to be filled out by the staff member)- Please answer all questions as completely as possible and attach additional sheets if necessary. If a question does not apply to your job, please indicate “Not applicable.” Please add any other things you think are pertinent in evaluating your performance.

Name:


                        Faculty Supervisor:  




 

Is this position: 
Full-time 

Part-time (what percent)
% 

What is your type of position:


Research (          %), Teaching (             %), Outreach (           %), Administration (           %),


 Information Technology (      %).

PROFESSIONAL EXPERIENCE:

Degree(s):


   
  Major:







Degree(s):
 


  Major:







Years in current position:

Years in U.W. Plant Pathology Dept.:


Years in similar position elsewhere:

Years total experience: 


RESPONSIBILITIES:

Describe your duties: (as outlined in appointment letter, then what you’re actually doing)

Describe the degree of independence with which you carry out your work (i.e. minimal guidance by advisor vs. detailed instruction.)

Can this position be considered that of a laboratory manager?




Do you supervise others? (students, hourly, LTEs, staff)


How many?



Time spent assisting staff or students from your lab:  
%   In which of the following ways:



Advising on techniques
 Preparing materials
        Other (describe:)

Do you help staff or students outside your laboratory?





If so estimate how much time: 





RESPONSIBILITIES (cont.):
Do you assist Departmental course instruction?  


 


Are you the main instructor for any courses?  If so, list them:


Estimate how much time





List the courses you provided instruction for (but were not the main instructor for):


Estimate how much time



 

Do you advise students on coursework or career matters? If so, please comment and estimate how much time.

Describe the outreach activities you did:

Estimate how much time you spent on outreach activities: 

Major research accomplishments:

Major accomplishments other than research:

Training and travel:

Describe any training you provided:

List travel presentations at professional meetings:  

Departmental, University, or Professional Service: (committee work etc.)

Are you able to accomplish your workload on average in the hours/week required of your appointment?

Example 100% = 40 hrs/wk


50% = 20 hrs/wk

Does your work require you to stay out-of-town overnight?  



If so, how many days at a time?





How often does this occur?




PUBLICATIONS:  

Do you review manuscripts for your supervisor or others?


Grant proposals submitted or funded in 2004:

Do you write grants or reports as part of your job? __   
Grant proposals funded in 2004:

Grant proposals submitted in 2004:

List recent publications:

Have you been cited in the acknowledgement of any papers?  Please list them:

PROFESSIONAL GROWTH:

Are you a member of any job-related professional organizations (e.g. American Phytopathological Society, American Society for Virology, American Society for Microbiology, etc.)? (please list):

In the past year have you:

· Attended any professional meetings?  


Please list (note if you paid personally) 

· Taken additional course work or training?  Please list: 

· Learned new techniques or procedures?  Please describe:

· Developed new techniques or procedures?  Please describe:

Please add anything you feel is pertinent.  (Use an additional sheet, if you wish.)
 (This part to be filled out by Faculty supervisor.)

Mark the appropriate column to indicate the Staff member's performance (If rating “Average” or lower, please comment on next page as to why you rated him/her the way you did and provide suggestions on how the staff member can improve in this area.):

	
	Excellent
	Very Good
	Average
	Fair
	Poor
	N/A

	Laboratory technique
	
	
	
	
	
	

	Organizational ability
	
	
	
	
	
	

	Record keeping
	
	
	
	
	
	

	Efficient use of time
	
	
	
	
	
	

	Contributions of ideas to research
	
	
	
	
	
	

	Ability to work independently
	
	
	
	
	
	

	Willingness to work flexible hours
	
	
	
	
	
	

	Enthusiasm
	
	
	
	
	
	

	Communication with advisor
	
	
	
	
	
	

	Relating to others in group
	
	
	
	
	
	

	Supervisory capabilities
	
	
	
	
	
	

	Quality of overall performance
	
	
	
	
	
	


Describe or list the staff member’s strongest qualities (Please comment and feel free to attach additional sheets):

Describe ways in which the staff member’s performance could be improved (Please comment and feel free to attach additional sheets):

Additional Comments:

According to the Academic Staff Policies and Procedures, Section 2.05, “Employing units shall annually review academic staff members who have five or more years of academic staff service at UW-Madison to determine whether a new or increased multiple-year appointment or rolling-horizon appointment or indefinite appointment shall be proposed. Individuals who currently hold rolling-horizon appointments shall be reviewed and a determination made about their eligibility for an indefinite appointment.” ….. “No presumption is made that individuals must have had five years of service before being considered for multiple-year or rolling-horizon appointments. Academic staff with five years or more of service at UW-Madison whose appointments do not provide at least a two-year multiple-year or a two-year rolling-horizon appointment shall be given written reasons upon request.” 

If this staff member has 5 or more years of University service (not necessarily in this department or your program), please answer the following questions on longer-term appointments:

I recommend this person for a longer-term appointment of the type indicated below:

  
YES
  
  NO




Comments:

Type:  

Indefinite



Rolling Horizon

Number of years



Fixed-Term Renewable Multi-Year_______ Number of years



I can identify funding to provide for the minimum layoff notice for such an appointment (see wiscinfo.doit.wisc.edu/acstaff  click on “Documents and Publications”):

YES
  
  NO



If yes, please comment:

Faculty Advisor’s Initials

 
Staff member’s initials 




I have reviewed the above evaluation with the person being evaluated.

Signed:

Date:



(Faculty advisor)

Specialist's comments, if any, regarding this evaluation of performance:

The above evaluation has been reviewed with me.

Signed:

Date:



(Staff member)
