Performance Review Form Summary
Go to talent.okstate.edu and view the “Team Performance Reviews” section to begin. CHS and OSU Tulsa will be using the forms titled “OSU Staff Condensed Evaluation” and the “OSU CHS Faculty Condensed Review.”
If employee is Classified (non-exempt) and began employment with OSU before March 1, you should complete the 90-Day Initial Probation Evaluation before the end of 90 days AND an Annual Performance Review.  If employee began employment with OSU after March 1, you will only need to complete the 90-Day Initial Probation Evaluation for that year.
Ratings Scale:
	5 = Consistently Exceeds Job Requirements - Consistently achieves highest level of performance in this particular aspect of job. 

	4 = Frequently Exceeds Job Requirements - Often achieves highest level of performance in this aspect of job. 

	3 = Fully Meets Job Requirements - Consistently performs at an expected and satisfactory level. 

	2 = Needs Improvement - Meets some requirements of this aspect of job but is inconsistent and needs improvement. 

	1 = Unsatisfactory - Does not meet expectations in this aspect of job. Must improve or face serious corrective action.



NEW for 2026:
[bookmark: _Hlk205896820]Use the ratings scale above to enter ratings of 1-5 as indicated in each section.  On the Staff Performance Review the rating scale will be changing partially. The 1-5 scale will continue, but there will not be an option for partial scoring at the .50 level. For example, you will only be scored as 1.00, 2.00, 3.00, 4.00 or 5.00 on each item. You will no longer be able to score/be scored as 3.50,4.50, etc. 

On the Faculty Performance Review there are NO ratings. Employee and supervisor will enter a narrative along with goals for the upcoming year.

Core Competencies:
We are now combining and reducing the Core Values/Performance Standards and Behaviors to 5 main Core Competencies. They are listed here:
· Teamwork
· Professionalism
· Service
· Stewardship 
· Supervisory if applicable

The employee and the supervisor must each provide a summary about the employee’s performance as it relates to the OSU Core Competencies defined below. The supervisor will input one rating for each core competency.  Support the rating with specific examples observed over the past year. The weighted value of each core competency is calculated by the system and amounts to 50% of the overall evaluation.

[bookmark: _Hlk205536363]TEAMWORK - Promotes a positive work environment by behaving and communicating in a manner that is respectful of others. Encourages cooperation, collaboration, and co-ownership of success. Communicates honestly and openly, listens attentively, and assumes responsibility for resolving difficulties appropriately. Treats others with dignity and respect and supports an environment in which all individuals are valued, appreciated, and included.
PROFESSIONALISM - Exhibits a courteous, conscientious, and businesslike manner in the workplace. Actively endorses and supports OSU's mission and works for fulfillment of vision and goals while acknowledging the contribution of ethical and scholarly questioning in an environment that respects the rights of all to freely pursue knowledge. Seeks excellence in all endeavors and is committed to continuous improvement. Seeks knowledge that will provide skills that enable improved job performance.
*SERVICE - Contributes to the success of others by responding to others in a courteous, timely and accurate manner, seeking assistance when necessary to create a positive OSU experience that exceeds the expectations of students, and internal and external contacts. Understands performance directly affects the future of OSU and strives to perform to enhance the OSU experience. Remains positive when changes are made to procedures, environment, or responsibilities.
STEWARDSHIP – Accepts responsibility for the public's trust and is accountable for individual actions. Demonstrates efficient and effective use of time, equipment, and other resources. Maintains confidences and protects security of operations by keeping information confidential and equipment/facilities secure. Works in a safe manner using safety equipment and procedures as appropriate and encourages others to do the same. 
SUPERVISORY (if applicable) - Provides leadership, guidance, and direction to employees. Selects qualified workers and ensures proper training and guidance on policies and procedures. Gives positive reinforcement in a timely manner for job success and provides accountability for poor behavior and performance. Communicates information regarding OSU’s mission, vision, and goals so that employees may increase their contribution to the organization’s success.
*Clinic Staff and Clinic Financial Services Staff: The OSU Medicine Service Excellence standards were added to the “service” core competency definition in 2017 and will remain a part of the review criteria as described below:

OSU Medicine Service Excellence Philosophy:
“We enrich lives by providing compassionate care and amazing service to every life we touch.”

Safety is: 					Courtesy is:
Be aware of environment	Welcome/actively engage in a friendly/respectful way
Be intentional in your actions			Be responsive, polite, and helpful
Ensure accuracy				Smile
Mitigate potential hazards			Show appreciation and say “Thank You”


Presentation is:					Efficiency is:
Be professional					Respond to needs in a timely manner
Have a clean and neat appearance		Organize and prioritize your work
Maintain a clean and organized work area	Be available and respect others’ time
Remember what you represent at all times	Be innovative

Major Responsibilities of Position:
NEW – The manager will enter the major job responsibilities from the position description. Most position descriptions will be available in a new library within the review platform for your reference.

Faculty – The responsibilities will be pre-loaded.

The employee and the supervisor must each provide a summary about the employee’s performance as it relates to the major responsibilities of the position. The supervisor will input one rating for each job responsibility. Support the rating with specific examples observed over the past year. The system automatically averages the scoring of the responsibilities.
Overall Rating:
	5 = Consistently Exceeds Job Requirements - Consistently achieves highest level of performance in this particular aspect of job. 

	4 = Frequently Exceeds Job Requirements - Often achieves highest level of performance in this aspect of job. 

	3 = Fully Meets Job Requirements - Consistently performs at an expected and satisfactory level. 

	2 = Needs Improvement - Meets some requirements of this aspect of job, but is inconsistent and needs improvement. 

	1 = Unsatisfactory - Does not meet expectations in this aspect of job. Must improve or face serious corrective action.



This rating will include their overall performance as it relates to the core competencies and job responsibilities described above for the last year. This rating is calculated automatically for you on the form. It will be an average of the ratings entered on the form.


Goal Setting – The Staff Condensed Review Form does not have a goal setting feature. It is recommended that supervisors review last year’s goals with their employees outside of the form process in order to conclude those goals. 
One-up Manager approval – The one-up manager sign off/approval is needed BEFORE the supervisor meets with their employee for the review meeting.
Employee self rating – Employees have always been able to enter comments and complete a self review. This year employees will also provide a rating score of 1-5 on the staff form.
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