The University of North Carolina at Chapel Hill

Office of Human Resources

SPA PERFORMANCE MANAGEMENT AND COMPETENCY ASSESSMENT FORM


I. DEMOGRAPHIC DATA 
	Employee Name:
	
	Branch/Role:
	

	PID:
	
	Position Competency Level:
	Contributing
	Journey
	Advanced

	
	
	
	
	
	

	Supervisor Name:
	
	Position#:
	

	Department Name:
	
	Dept #:
	

	Review Period:
	
	to
	
	Purpose:
	Initial 
Work Plan
	Updated

Work Plan
	Mid-Cycle Review
	Annual

Appraisal
	Competency

Assessment

	Completion Date:
	
	
	
	
	
	
	


II. INSTRUCTIONS

1. Principal Functions should briefly describe related duties in a manner that is Specific, Measurable, Attainable, Relevant, and Time-bound (SMART) and reflects performance at the “Good” level of performance.
2. Principal Function weights represent the relative value placed upon the Principal Function as a percentage of the Overall Performance Rating.  The sum of the weights assigned to the Principal Functions is 100%.

3. The North Carolina Employee Performance Rating Scale is defined as follows:

Outstanding Performance (O) - Performance is far above the defined job expectations. The employee consistently does outstanding work, regularly going far beyond what is expected of employees in this job. Performance that exceeds expectations is due to the effort and skills of the employee. Any performance not consistently exceeding expectations is minor or due to events not under the control of the employee.

Very Good Performance (VG) - Performance meets the defined job expectations and in many instances, exceeds job expectations. The employee generally is doing a very good job. Performance that exceeds expectations is due to the effort and skills of the employee.

Good Performance (G) - Performance meets the defined job expectations. The employee generally performs according to the expectations doing a good job. The employee is doing the job at the level expected for employees in this position. The good performance is due to the employee's own effort and skills.


Below Good Performance (BG) - Performance may meet some of the job expectations but does not fully meet the remainder. The employee generally is doing the job at a minimal level, and improvement is needed to fully meet the expectations. Performance is less than a good job. Lapses in performance are due to the employee's lack of effort or skills.

Unsatisfactory Performance (U) - Performance generally fails to meet the defined expectations or requires frequent, close supervision and/or the redoing of work. The employee is not doing the job at the level expected for employees in this position. Unsuccessful job performance is due to the employee's own lack of effort or skills.

4. The Career Banding Competency Assessment Scale is defined as follows:
Developing - Required position competency is not yet fully applied by the employee at the level defined by the manager as necessary to meet stated business needs. The employee may be lacking in some elements of the required position competency. 

Applied - Required position competency is often demonstrated by the employee at the level defined by the manager as necessary to meet stated business needs. 

Broadly Demonstrated - Required position competency is consistently demonstrated by the employee at, and occasionally above, the level defined by the manager as necessary to meet or exceed stated business needs.
III. WORK PLAN AND PERFORMANCE APPRAISAL

PART A - WORK PLAN – Employees should receive a Work Plan: within 30 calendar days of the beginning of the annual performance management cycle or entry date into position or reclassification; or, whenever there are significant changes in principal functions for the performance cycle.
PART B – PERFORMANCE APPRAISAL – Employees should receive a Performance Appraisal: prior to the end of the annual performance management cycle; when transferring to another position; or, at any other time performance feedback is appropriate.
	PART A - WORK PLAN
	PART B - PERFORMANCE APPRAISAL

U=Unsatisfactory    BG=Below Good    G=Good   
VG=Very Good   O=Outstanding

	#
	Wt

%
	Principal Functions:  Each principal function includes:

· Assigned duties with performance standards written at the “Good” performance level,

· Sources for measuring performance,
· (Optional) Weight of Function relative to other Functions
	Performance Results

In particular, address instances 
when employee performance 
exceeded or did not meet 
performance standards.
	Performance Rating

	
	
	
	
	U
	BG
	G
	VG
	O

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


IV. OVERALL PERFORMANCE RATING – Required only for Annual Performance Appraisal
	UNSATISFACTORY  
	BELOW GOOD
	GOOD
	VERY GOOD
	OUTSTANDING

	
	
	
	
	


V.  OVERALL PERFORMANCE COMMENTS
This section must be completed and should include general comments on employee work performance or address specific work issues not included above. Also include any activities designed to improve the employee’s performance.

	


VI. PERFORMANCE ACTION PLAN

For all principal functions receiving a rating of Below Good or Unsatisfactory, this section must be completed to include a detailed action plan designed to correct employee performance in these areas.

	


VII.  COMPETENCY ASSESSMENT
Employees must receive a competency assessment: 90 calendar days after starting in the position or after a reclassification; prior to the end of the annual performance management cycle; or, at any other time an assessment is appropriate. 
	
	
	
	Contributing
	Journey
	Advanced

	Date of this Assessment:
	
	Position Competency Level:
	
	
	


	#
	List of Position Competencies
(For detailed descriptions of the competency standards, please see 
the Office of Human Resources website
or ask for a printed copy from your supervisor or HR Facilitator)
	Weight % (optional)
	Competency Assessment

	
	
	
	Developing
	Applied
	Broadly

Demonstrated

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	

	6.
	
	
	
	
	

	7.
	
	
	
	
	

	8.
	
	
	
	
	


VIII. OVERALL COMPETENCY ASSESSMENT

	DEVELOPING 
	APPLIED
	BROADLY DEMONSTRATED

	
	
	


IX. SUPERVISOR’S COMMENTS ON COMPETENCY ASSESSMENT
Supervisors must address the specific competencies identified in Section VII and justify the employee’s overall competency rating.  
Comments may also include any activities designed to develop the employee’s knowledge, skills, and abilities.                                                                                                                               
	


X. EMPLOYEE COMMENTS (OPTIONAL)                                                                                                                                 
 FORMCHECKBOX 
 I agree with the contents of this form.
 FORMCHECKBOX 
 I do not agree with the contents of this form.
Employee Comments (optional):

	


XI.  SIGNATURES

Signatures are required from the employee, the employee’s supervisor, and the employee’s second-level supervisor. The employee’s signature indicates only that the work planning conference or assessment session was held with the employee.  The signature of the employee does not imply agreement with the statements or ratings contained in the work plan and/or assessment.
	
	
	
	
	

	Employee’s Signature
	
	Supervisor’s Signature
	
	Second-Level Supervisor’s Signature

	
	
	
	
	

	Date
	
	Date
	
	Date


XII.  APPEALS
1. Performance Management: Employees may appeal their Annual Performance Appraisal as allowed through the Performance Management Appeals Process within 30 calendar days of receiving an Annual Performance Appraisal.
2. Competency Assessment: Employees may appeal their Competency Assessment as allowed through the Career Banding Dispute Resolution Process within 30 calendar days of receiving their Employee Competency Assessment.
Policies and forms can be found on the Office of Human Resources web site at http://hr.unc.edu.
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