Doane College Employee Feedback and Development Program
Name: _______________________________________  Date: _________________
Position: __ ___________________________  Department: ___________________ 
Section I:  Living the Mission and Values

Mission: Doane College’s mission is to provide an exceptional liberal arts education in a creative, inclusive, and collaborative community where faculty and staff work closely with undergraduate and graduate students preparing them for lives rooted in intellectual inquiry, ethical values, and a commitment to engage as leaders and responsible citizens in the world. 

Values: 

Community: Doane is an engaged and cohesive community comprised of individuals and smaller communities, in which everyone can contribute and participate.

Empowerment: Doane encourages its community members to take initiative – to act effectively and ethically by making principled decisions and taking responsibility for them.
Excellence: Doane sets high standards of teaching, scholarship, service, and leadership.

Impact: It is the heart of the Doane experience. At Doane, you can make a positive difference on oneself, on others, on the environment, and on life.

Specific examples of how the employee lives out the mission and values of Doane College:

Employee Comments/Opportunities:

Supervisor Comments/Opportunities:

Section II:  Personal Performance Standards
Rating Scale:  E = Exceeds Performance Expectations, M = Meets Performance Expectations, N = Needs Improvement, U = Unacceptable

Interpersonal Communications/Teamwork:  Works cooperatively with others, willingness to assist and share information to improve the team. (Community, Excellence, Impact)
Rating (Circle): E  M  N  U
Comments:

Communication (Verbal and Written): Uses language which is clear, direct, honest, and respectful.  Communicates professionally and appropriately with all constituencies.  (Community, Excellence, Impact)
Rating (Circle): E  M  N  U

Comments:

Dependability and Reliability:  Can be depended upon to be available for work, do it properly, and on-time.  Attendance and punctuality is adhered to.  (Community, Excellence, Impact)
Rating (Circle): E  M  N  U

Comments:


Initiative:  Assumes responsibility for and begins assignments or projects on their own.  


(Empowerment, Excellence)

Rating (Circle): E  M  N  U

Comments:

Adaptability/Flexibility:  Willingness to adapt to changes in the work environment and duties. (Empowerment, Excellence, Impact)
Rating (Circle): E  M  N  U

Comments:

Organizational Skills/Managing Work Flow:  Organizing work flow by setting priorities for job completion. (Empowerment, Excellence, Impact)
Rating (Circle): E  M  N  U

Comments:

Problem Solving and Decision Making:  Resolves problems effectively by utilizing resources as appropriate.  Uses good judgment and integrity when making decisions.  (Empowerment, Excellence, Impact)
Rating (Circle): E  M  N  U

Comments:

Employee Coaching and Development:  Provides on-going performance feedback to employees.  Conducts performance reviews in a timely manner.  Supports employees by encouraging their development.  (Community, Empowerment, Excellence, Impact)
Rating (Circle): E  M  N  U

Comments:

Facilitation & Collaboration:  Shares responsibility and authority with others.  Creates opportunities for people to form partnerships through shared knowledge. Builds teams that understand the vision and strategies. (Community, Empowerment, Excellence, Impact)
Rating (Circle): E  M  N  U

Comments:

Creating a Positive Climate:  Dedicated to and promotes an environment of diversity and inclusion.  Establishes a high-trust environment.  Motivates and inspires others.  Leads by example.  (Community, Empowerment, Excellence, Impact)

Rating (Circle): E  M  N  U

Comments:

Section III:  Core Responsibilities (obtained from the job description and reviewed by the employee and evaluator at the beginning of the review period.)

1.
Accomplishments/Achievements:

Opportunities:

2.
Accomplishments/Achievements:

Opportunities:

3.
Accomplishments/Achievements:

Opportunities:

4.
Accomplishments/Achievements:

Opportunities:

5.
Accomplishments/Achievements:

Opportunities:
6. 

Accomplishments/Achievements:

Opportunities:
7.

Accomplishments/Achievements:

Opportunities:
Section IV:  Accomplishments (annual summary of the accomplishments the individual achieved for the review period.)
Team or Department Goals:
Individual Goals:  (What did the employee do to help the Team or Department achieve its goals?)

Personal Development Goals:  (Examples: developing skills, education or knowledge.)

Section V:  Future Goals (what does the employee hope to accomplish during the next year.)
Team or Department Goals:
Individual Goals:  (What will the employee do to help the Team or Department achieve its goals?)

Personal Development Goals:  (Examples: developing skills, education or knowledge.)

Progress Comments:  Date __________
Progress Comments:  Date __________

Progress Comments:  Date __________

Signatures:
Employee Signature:  _________________________________   Date: __________
Supervisor Signature:  _________________________________   Date:  __________
Vice President Signature:  _____________________________   Date:  ___________






