To be completed by the employee and supervisor
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	University of Alberta

Administrative and Academic Staff 

(This form can be used by Temporary Staff to complete their annual report.)
Annual Report: Performance Review, Evaluation, and Professional Development (PREPD)



Annual Report for the period of      ,       to      ,      

	Name:
	     

	Title:
	     

	Faculty/Department/Unit:
	     


Overview of Position

A. Primary Roles and Responsibilities
Insert a brief summary of primary roles and responsibilities; these may stay the same from year-to-year.
	     


B. Changes in Duties
Insert a description of any changes in duties for this reporting period (short- or long-term assignments).
	     

	


C. Core, Specific, or Professional Competencies
Each year, staff members and their supervisors are encouraged to identify a combination of core, specific or professional competencies, tailored to meet the needs of the unit and/or their job. Please provide examples of how you demonstrated those professional competencies in this section.  Competencies may stay the same from year-to-year; only update this section should any of them changed during this reporting period. Please refer to the appendices for further description on these competencies.  

	IDENTIFIED COMPETENCIES

	     

	     

	     

	     

	     

	     


Annual Report of Performance
A. Key Areas of Focus or Goals 

List those key areas of focus or goals as identified in the previous year (refer to “Performance Plan for the Upcoming Year” section) and include a self-assessment of your performance in this section.  Please note that wherever possible, individual goals should align with the direction and aspirations of the unit and/or the University.  Goals can be a combination of strategic, developmental, or operational activities, and will typically fall within the following categories:
1. Position Accountabilities: Regular, on-going activities as generally described in the position description. Although job accountabilities usually remain the same, there is often a need to adjust processes or services to meet emerging needs. 
2. Contribution to University, Faculty, and Unit Goals: The intent is to improve processes or service, enhance quality, or introduce new initiatives, services or technology. Examples include improvements related to quantity, quality, cost, cycle time; the introduction of new services, technologies, or processes to better serve students, clients, etc.
3. Competency Development: The improvement of how work is carried out, the quality and appropriateness of the relationships established, and increased commitment to the organization and work team through project work or specific assignments. Actual growth in these areas is enhanced through purposeful, structured feedback from appropriate sources to help determine achievement of this type of goal. 
	Key Area of Focus 

	     

	Key Area of Focus 

	     

	Key Area of Focus 

	     

	Key Area of Focus 

	     

	Key Area of Focus 

	     

	Key Area of Focus 

	     


B. Professional and Training Development Report

Please list all of your professional development and training activities and include an estimate of the total amount of time devoted to each initiative.  Use this section to comment upon how these professional development opportunities broadened your skill set and/or further developed your competencies. These activities can either be formal and informal and are aimed at increasing knowledge, skills, abilities, or attitudes of the individual to perform his/her work.  Professional development can include a combination of user-directed and/or organization-directed opportunities. 

Examples of formal development may include attendance at seminars/workshops/conferences, service on university committees, internships, for-credit courses, leadership development, or professional certification.  Examples of informal development may include peer mentorship, coaching, facilitation, project shadowing, and project participation. Individuals may share their external volunteer commitments in this section, if they are applicable to the workplace. Research and scholarly activities may include presentations, teaching, guest lectures, student advising, or publications. 
	Professional and Training Development Activities   

· Not applicable

	     


	Informal Development Activities
· Not applicable

	     


	Research & Scholarly Activities
· Not applicable

	     


C. Supervisor Summary Comments and Rationale for Increment 
Note to the Supervisor: The staff members who report to you are important to your success in your role as a supervisor. They deserve your best efforts to ensure they, too, feel supported in their roles. The University recognizes supervisory responsibilities are not likely your sole areas of responsibility.
A good supervisor assists in setting goals and objectives, delegates, provides assistance and support, provides a climate for motivation, creates a supportive working relationship, emphasizes continuing professional development and provides opportunities for future growth and advancement.  Keep these objectives in mind while reviewing annual performance and establishing future goals using the PREPD tool. It will help you to ensure a good working relationship between you and the staff member(s) who report to you.

Performance Rating (to be completed by the supervisor)
	 FORMCHECKBOX 
 Consistently Exceeded Expectations
	 FORMCHECKBOX 
 Met Expectations
	 FORMCHECKBOX 
   Marginal
	 FORMCHECKBOX 
  Unsatisfactory


Supervisor Comments:

     
Employee Comments:

     
Signatures
The Annual Report of Performance

The employee's signature below identifies that the employee received the appraisal from their supervisor and does not necessarily indicate agreement with the assessment.  Should the employee disagree with their supervisor's assessment of their performance, comments should be made above or attached as a separate document.

Employee Signature

Date

Supervisor Signature


Date 

Chair or Director Signature (if applicable)

Date
Dean or Vice-President Signature

Date
Performance Plan for the Upcoming Year
A. Key Areas of Focus and Goals
For many staff, clarity around expectations is an important element of their success. Recognizing that work can be a moving target in a somewhat dynamic and ever changing environment, there is still great value in declaring certain aspirations and priorities for enhancing individual and work unit performance. This section of the PREPD process is designed to capture the most important emerging elements of work for the upcoming cycle. It is broken into two sections – the first, (A), will focus on strategic or operational outcomes, and the second, (B), is to address areas of professional development that can enhance the performance of the staff member or allow them to achieve the goals set for the year. This necessitates a deliberate response that can often be anticipated and planned for in the upcoming year. Goals typically connect to operational activities that include on-going improvements, strategic initiatives introducing new or innovative activities, or behavior-based goals reflective of the desire to develop new skills or competencies. 

Supervisors can support the development of goals by examining potential improvements in any of the three areas mentioned above. It is not unusual for strategic or operational goals to point to needed improvements in certain competencies or skills. Depending on the role of the staff member, innovative goals may focus on increasing a return on investment, improving results, enhancing performance of the individual, or strengthening the impact and quality of collaborative relationships. There are many opportunities for coaching to support the overall development of a staff member. 
Outline the areas of focus and desired accomplishments for the next performance year.  Both the staff member and their supervisor should jointly complete this section.  Areas of focus can be amended throughout the performance year.  Any amendments should be captured here, as they arise, and reflected in next year’s Annual Report.
The Areas of Focus below are for      ,       to      ,      .
	Key Area of Focus 

	     

	Key Area of Focus 

	     

	Key Area of Focus 

	     

	Key Area of Focus 

	     

	Key Area of Focus 

	     

	Key Area of Focus 

	     


B. Proposed Professional Development Report
Please list those formal and informal professional development and/or training activities that you intend to pursue to the upcoming year and indicate how these activities will help you to reach your desired goals.  Development may include a combination of user-directed and organization-directed opportunities and should be recognized as such within this section. 

Formal development could include attendance at seminars/workshops/conferences, service on university committees, internships, for-credit courses, leadership development, or professional certification. Examples of informal development include peer mentorship, coaching, facilitation, project shadowing, or project participation.  Research and scholarly activities could include presentations, guest lectures, student advising, or publications. 
Although it is not necessary to connect all professional development to current work, there is often an opportunity to help the staff member develop new skills to ensure successful goal achievement. In many situations, the achievement of a new goal may require an enhanced ability to perform certain tasks, demonstrate competencies, or create new methods for carrying out work. Good conversations related to professional development encourage staff members to connect the dots between development and goal achievement.
	Professional and Training Development Activities   

· Not applicable

	     


	Informal Development Activities
· Not applicable

	     


	Research & Scholarly Activities
· Not applicable

	     


Signatures
Upcoming Year’s Performance Plan
The signatures below indicate that you have discussed the expectations for the coming year and agree to the proposed plans for professional development.
Employee Signature

Date

Supervisor Signature


Date

_______________________________________________________________________________________________________
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