
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.


SYRACUSE UNIVERSITY OFFICE OF HUMAN RESOURCES    
PERFORMANCE PARTNERSHIP FORM
performance@syr.edu 
Syracuse University Logo
HR 401 Revised February 2015
Page  of 
Form Introduction:  This form should be completed by the supervisor as the tangible deliverable from the formal performance partnership process.  Additional information and supplemental resources are located on the Performance Partnership web page.
 
The following fields are required in order for this review to be logged correctly in PeopleSoft.
Form introduction.
Job Category:
You must Indicate the Staff Member's Job Category
Indicate the Staff Member's Job Category
Indicate the Staff Member's Job Category
Section 1:  Position Responsibilities 
This section is used to record the major responsibilities of the position.   If a Performance Evaluation Request (PER) form has been completed during the last year you may enter that exact information here.  If you need assistance, contact the Human Resources Compensation team or review the PER instructions.
 
Major position responsibilities are being captured here to create streamlined job descriptions.  This will create multiple process efficiencies and provide clarity for career path development for all staff members.  These tools and processes are the foundation for talent management which will support the University's commitment to attract, retain and develop the best talent.
 
List 5-7 major responsibilities for this position.  Start each responsibility sentence with an action verb in the present tense.
% OF TIME
Percent of Time Header
Percent of Time Header
 MAJOR RESPONSIBILITIES
1
Job responsibility row 1.
Job responsibility row 1.
2
Job responsibility row 2.
Job responsibility row 2.
3
Job responsibility row 3.
Job responsibility row 3.
4
Job responsibility row 4.
Job responsibility row 4.
5
Job responsibility row 5.
Job responsibility row 5.
6
Job responsibility row 6.
Job responsibility row 6.
7
Job responsibility row 7.
Job responsibility row 7.
8
Job responsibility row 8.
Job responsibility row 8.
Total
Section 2:  Performance Evaluation
This section is for the supervisor to document, assess and rate the staff member's performance based on the previous review period.  
 
Section 2a:   
Established Goals  - List the goals established for the review period.  Reference the Goals and Development Objectives documented in the previous year's performance review form and/or the Goals and Development Worksheet as well as goals added since the review.  
 
Status - Indicate the completion status by typing either: completed, in-process, not started or no longer required in the status field. Also provide supporting information in the “Impact” column if the goal was not completed.  
 
Impact - Describe the impact the completed goal had on the department, school/college, or University.  Make particular note if the completed goal improved the student experience.  
 
Competencies/Behaviors - Identify the competencies/behaviors the staff member demonstrated that contributed to achieving the goal adding in brief detail where needed.  Reference the Competency Library for a list and definitions of competencies/behaviors.  
ESTABLISHED  GOALS
STATUS
IMPACT
COMPETENCIES/BEHAVIORS
1
Established goal row 1.
2
Established goal row 2.
3
Established goal row 3.
4
Established goal row 4.
5
Established goal row 5.
6
Established goal row 6.
This table contains the list of this past year's goals: including status, impact and competencies and behaviors.
Section 2b:  Development/Opportunities for Improvement - Identify up to three competencies/behaviors that would have enhanced the staff member's performance and describe how the successful demonstration of that competency/behavior would have improved Performance Impact.  Access the Competency Library for a list of competencies/behaviors and their definitions.  When choosing the competency/behavior consider Major Responsibilities, (as outlined in Section 1), outcomes of stretch assignments which would have prepared the staff member for  promotional opportunities, the direct impact to the department, school/college and/or University; and/or how this competency/behavior would have improved the student experience.
COMPETENCIES/BEHAVIORS
PERFORMANCE IMPACT
1
Development opportunities row 1.
2
Development opportunities row 2.
3
Development opportunities row 3.
This table contains the development opportunities that could have been used last year to improve performance.
Section 2c:  Overall Performance Summary Rating - Evaluate the staff member's overall performance based on information documented and discussed in Sections 2a and 2b.  Mark the box that best summarizes overall performance. 
PERFORMANCE
Choose the appropriate performance rating.
PERFORMANCE DESCRIPTION
Performance substantially and consistently surpasses expectations.  Individual makes significant contributions well beyond normal job responsibilities; outstanding performance; a “Superstar.”
Performance frequently exceeds expectations. Often excels in demonstrating the knowledge, skills and abilities that result in the effective performance of the position requirements.  All job assignments are handled in an extremely competent manner; great performance.	
Performance meets the expectations of our organization.  Employee is fully qualified and competent; job assignments are performed in a manner consistent with performance expectations; good performance.
Performance is often below expectations.  Performance improvement/development is needed to meet all job expectations on a consistent basis. This rating requires a follow-up date. 
Performance is unacceptable and well below expectations; immediate and continued improvement is required.  This rating requires a follow-up date.
* This may be an appropriate rating for an individual who may have received a verbal or written warning at some point during the review period.  If you have not already done so, please contact Human Resources/Employee Relations at x7612 for guidance or to initiate a Performance Improvement Plan, if needed. 
Provide a follow-up date if the rating above is either marginal /developing or below expectations.
Section 2d:  Supervisor's Summary Comments - Summarize overall performance and add comments that would further contribute to an understanding of the employee's overall performance rating.  Additional details are required to substantiate Consistently Surpasses Expectations and Below Expectations.
Section 2e:  Staff Member's Summary Comments 
Section 3: Goals and Development Objectives
In this section the supervisor and staff member discuss and document goals and development objectives for the next review period.  Establish up to three goals and up to three development objectives for future accomplishment. SMART goals and development objectives are: Specific, Measurable, Achievable, Realistic, and Time-bound.  
 
Section 3a:  Goals result in tangible outcomes aligned with the position's Major Responsibilities as outlined in Section 1.  Consider setting goals which improve the student experience, improve processes, enhance innovation, support University fiscal objectives, and/or reduce University risk.  If resources and/or additional support are required, make certain to include in the action plan.
GOALS
ACTION PLAN
COMPETENCIES/BEHAVIORS
PLANNED
COMPLETION
DATE
1
Section 3a - row 1 for setting goals for the future.
2
Section 3a - row 2 for setting goals for the future.
3
Section 3a - row 3 for setting goals for the future.
This table contains information on future goals set for the new year.
3b:  Development Objectives expand or improve staff members' skills, knowledge, and abilities which often result in improved performance and preparation for long-term career goals or promotional opportunities.  Examples include training, taking a class, or serving on a committee.  You may also want to consider Development/Opportunities for Improvement as outlined in Section 2b.  If resources and/or additional support are required, make certain to include in the action plan.
DEVELOPMENT OBJECTIVE
ACTION PLAN
COMPETENCIES/BEHAVIORS
PLANNED
COMPLETION
DATE
1
Row 1 of the development objectives set for the new year.
2
Row 2 of the development objectives set for the new year.
3
Row 3 of the development objectives set for the new year.
This table contains development objectives set for the new year.
Section 4: Signatures
Review all content carefully before engaging the digital signature. Digitally signing the form freezes the document and no further edits will be accepted.
 
Digital Signatures:
·         Prior to electronically signing the form, each signer should save a copy of the form.  The file name assigned to the form should begin with the staff member's SUID number (for example: “555555555-Doe_Jane”). Once digitally signed, the form is locked and cannot be edited.  (Note: Section 2e, Staff Member's Summary Comments, locks for editing after the staff member electronically signs the form).  By saving a copy prior to digitally signing this form, you can go back and make changes if necessary. 
·         Once digitally signed, email the saved electronic form with digital signature (not printed or scanned copies) to the next person for signature. 
1.  Supervisor Signature 
2.  Staff Member Signature 
3.  Next Level Reviewer Signature 
 Supervisor will email form to Staff Member for comments and signature.
Staff member acknowledgment:  I have reviewed this document with my supervisor.  My signature indicates that I have read it and participated in these discussions, but does not necessarily imply my agreement.  Any areas of disagreement are noted in Section 2e, Staff Member's Summary Comments.  I understand that, upon request, I am entitled to receive a copy of the final completed form and attachments, bearing all required signatures.
Next Level Reviewer will email form to performance@syr.edu.
Staff Member will email digitally signed form to Supervisor.  Supervisor will email form to Next Level Reviewer.
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