
NEW JERSEY INSTITUTE OF TECHNOLOGY

PERFORMANCE EVALUATION FORM

Security Officers and 

Security Officers Dispatchers

C O N F I D E N T I A L

Employee Information

	Name: 

	Department:      


	Job Title: 
         
	Years in Position:      

	Immediate Supervisor: 

	Job Title:      

	Review Dates From:      
	To:      



Evaluation Period (Check One):

 FORMCHECKBOX 
   Probationary Period (one year) 

 FORMCHECKBOX 
   Annual Review

 FORMCHECKBOX 
   Special (Please Comment)

	Comments:      


OPEIU PERFORMANCE REVIEW (critical performance competencies)

Planning performance at the beginning of the performance period:  Determine performance competencies that are most relevant to this individual’s job.  You may utilize the university competencies dictionary as a guideline.  For your convenience, some of the competencies relevant to Security Officers and Dispatchers have been pre-selected.

You are encouraged to customize performance requirements for core, and functional competencies that are most relevant to success in the position.    

	Attendance:
Punctual in arriving at work, at dedicated posts, in responding to regular duties and in responding to unexpected circumstances, as well as accountable for their whereabouts at all times while on shift.  Remains free from disciplinary sanctions for excessive or patterned abuse of sick leave.



	Comments:      


	
Appearance:   Uniforms maintained in excellent condition.   Uniform attire worn in appropriate manner and time designated.   Presents himself/herself, without deviation, in a ready, alert, neat, properly groomed, and fully uniformed manner at all times when formally representing NJIT. 


	Comments:      



	

Persistence/Tenacity:   Works systematically and tirelessly to meet or exceed inherent and stated goals and standards for the position, departmental and university initiatives.   Perseveres despite adversity.   Perseveres after meeting with rejection or when faced with significant obstacles.   Exhibits professional stamina and continuing zeal while mastering difficult objectives over a long period of time to meet or exceed them.



	Comments:      


	Absence of Discipline:  Remains free from all disciplinary sanctions on record by NJIT and/or the State of New Jersey and each of its agencies and instrumentalities.  Conduct is above reproach.   A formal investigation into a Security Officer’s conduct that could lead to suspension or loss of employment is illustrative of failure to meet the requirements of this competency until such time as the investigation fully exonerates the Officer.   



	Comments:      


	Honesty and Integrity:   Acts in accordance with all university and departmental policies, procedures and expectations.   Acts in accordance with the spirit and letter of the policies, practices and noticed expectations of the university.   Comports oneself with resolute honesty and without situational rendition of pertinent facts.  Will not compromise one’s responsibility to place the best interests of the department and university over personal gain.



	Comments:      


	Competency:       

	Comments:      


	Competency:        

	Comments:      


SUMMARY OF OVERALL PERFORMANCE FOR THE YEAR

	Summarize the employee’s overall job performance:      



PERFORMANCE PLAN

The goals and objectives for next year – needs to be closely communicated, preferably in writing.

	1.         


	2.             



	3.         




Summary of Overall Performance for the Year
Overall Rating:
     ER 

    MS

    MR

      MR- 
     FS
       FORMCHECKBOX 


       FORMCHECKBOX 
                      FORMCHECKBOX 
                        FORMCHECKBOX 
                     FORMCHECKBOX 

Summarize the employee’s overall job performance. Include any additional information already addressed that you feel is relevant:

	     


SIGNATURES AND EMPLOYEE COMMENTS 

	EMPLOYEE’S SECTION

(If additional space is needed to answer any of the following questions, please attach additional sheet.)

This evaluation has been discussed with me and I have been offered the opportunity to comment on it.

                    Employee’s Signature: ____________________________ Date: ____________

1.  I concur with evaluation __________               I do not concur with evaluation __________

I concur, with the following comments, concerning my evaluation: _____________________________

Comments:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  How do you feel your performance can be improved?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
UNIVERSITY CERTIFICATION

NOTE:  Follow Steps 1 through 3 below prior to meeting with employee and/or obtaining employee’s signature.  After employee signature is obtained, return completed form back to Human Resources.  Human Resources will share information as necessary, with appropriate representatives of the university and/or the employee.  Formal, written, timely submitted rebuttals, will be shared as appropriate, prior to final certification and filing of the evaluation and prior to final merit award decisions.

1) Signature of Evaluating Supervisor: _____________________________Date: ________________ 

2) Signature of Department/Office/Division Head if different than above: ______________________

                                                                                                                         Date: ________________

3) Signature of Vice President: ___________________________________ Date: ________________

4) Signature of Human Resources: ________________________________ Date: ________________

* Recommendations for Merit Awards and Annual Contracts should be made in consultation with the Area Vice President. 
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