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PERFORMANCE REVIEW

AND DEVELOPMENT PROCESS
  SETTING EXPECTATIONS AND FINAL APPRAISAL

EMPLOYEE FORM
Employee Name:       

Supervisor:  DARRYL CONWAY



ID Number:       

Period Covering:
     

Job Title:       

Date of Review:
     
Division/Dept:  INTERCOLLEGIATE ATHLETICS

Section/Unit:  SPORTS MEDICINE


Expectation Setting Meeting Held and Job Priorities Discussed: 





 (Date)

Supervisor’s Signature





Employee’s Signature
Midway Feedback Session Held:  






  (Date)

Supervisor’s Signature





Employee’s Signature
Final Appraisal Meeting Held: 






  (Date)

Please check one:  The employee and supervisor: [  FORMCHECKBOX 
 are in agreement  //    FORMCHECKBOX 
  are not in agreement ]  with the performance appraisal results.  If not agreed, area(s) of disagreement are indicated below:

Supervisor’s Signature





Employee’s Signature
Reviewed by next higher level supervisor (or departmental designee):
Reviewer Print Name





Reviewer’s Signature
Note:  The employee's signature does not necessarily indicate agreement with the performance appraisal results.  The signature indicates only that the performance appraisal was held.

	OVERALL RATING SCALE:

Outstanding
Exemplary performance in all areas of the job.
Exceeds Expectations
Surpasses the standards and established performance expectations in many important areas.
Meets Expectations
Good performance.  Consistently meets standards and established performance expectations.
Below Expectations
Performance does not meet expectations in some important areas of the job;  Improvement needed.
Unsatisfactory
Performance falls below expectations in many areas of the job.  Substantial improvement critical.

These are the general rating categories.  Specific expectations must be set by the supervisor and employee for each performance factor.


1.
CUSTOMER SERVICE
Understanding the needs of internal and external customers; making special effort to be responsive in meeting their needs and in building customer satisfaction.
Definition of "Meets Expectations"
· Demonstrate a positive commitment to the welfare of all student-athletes and insure athletic training services are provided equitably to all student-athletes.
· Provide coverage for practice sessions, strength and conditioning sessions, treatment and rehabilitation sessions, and games / contests as directed.
· Deal with each student-athlete, parent, fan, and/or visitor with integrity and respect for others by following the rules / laws of the University of Maryland, the NCAA, the ACC, and the State of Maryland
· Return all phone calls and respond to all emails within 24 hours if possible
· Ensure that student-athlete issues and concerns are documented and responded to in an appropriate manner.  Advise supervisor of all serious such issues.
· Be a positive role model for student-athletes and fellow members of the Sports Medicine Department
· Serve as a leader and mentor to student-athletes, other students on campus, and fellow members of the Sports Medicine Department by modeling appropriate behaviors and embracing and exhibiting sportsmanship at all times.
· Assist student-athletes and fellow members of the Sports Medicine Department with any concerns and provide referral when necessary.
· Assist with the enforcement of the University of Maryland Student-Athlete Code of Conduct Policy.
· Suuports the spirit and intent of Maryland Student-Athlete Code of Conduct

· On duty during posted hours to provide injury evaluation, treatment, and rehabilitation to student-athletes.
· Adheres to the rules and regulations of the University, the State of Maryland, the NCAA, and the ACC.
· Participate in team recruiting activities as requested and/or directed

	Outstanding
	Exceeds
Expectations
	Meets Expectations
	Below Expectations
	Unsatisfactory

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments on Performance
     
2.
COOPERATION AND TEAMWORK
Putting the group's success ahead of personal goals; sharing information and resources with others; giving timely response to requests made by others; promoting teamwork; exhibiting positive attitudes during times of change; taking on new tasks with enthusiasm and energy.
Definition of "Meets Expectations"
· Provide coverage for practice sessions, strength and conditioning sessions, treatment and rehabilitation sessions, and games / contests as directed
· Provide accurate and timely injury reports to physicians, coaches, strength and conditioning staff, and media relations staff as directed
· Provide accurate and timely injury reports to supervisor as requested
· Participate in Department and/or staff events / projects as directed

· Provide accurate and timely reports / updates to supervisor as requested
· Develop meeting schedule with supervisor for FY07
· Exhibit dedication and loyalty to Department at all times
· Work in conjunction with the Team Physicians, consultant physicians, and fellow Sports Medicine Department members to ensure the overall health and safety of all student-athletes and other appropriate personnel
· Assist with Departmental strategic planning as directed
· Department liaison to the Strength & Conditioning Unit and Dining Services
· Department liaison for ImPACT, Fluoroscan, and Cybex

· Department liaison to the ACC Sports Sciences Website and research / education grants
· Department liaison to Dr. Sokoloff, Dr. Plotkin, Dr. Miller, Dr. Mark Kelly, Cardiology Consultants, Dr. Dice Shah, and mouthpiece fabricator

· Assist with the hosting of ACC Tournaments and NCAA Tournaments

· Department liaison with and for Gossett Football Team House and Byrd Stadium

· Update supervisor concerning injuries / illnesses as directed and/or needed

· Provide supervisor with weekly and/or monthly practice / competition schedules
· Assist with nutritional counseling and other sports performance issues as directed

· Serve on NCAA, ACC, NATA, State, University, and/or ICA committees as requested or directed
· Participate in team recruiting activities as requested and/or directed
· Department liaison for Marketing, Sponsorship, and Terrapin Sports Marketing

· Responsible for coordinating the return of x-ray films and other appropriate items to the University Health Center
· Secondary Site Coordinator for NCAA Drug Testing

· Coordinate the filing of ICA staff medical files & student-athlete active and in-active files

· Department liaison to the Substance Abuse & Alcohol Referral Program

	Outstanding
	Exceeds
Expectations
	Meets Expectations
	Below Expectations
	Unsatisfactory

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments on Performance
     
3.
COMMUNICATION SKILLS
Speaking clearly, concisely, and using words easily understood; exchanging ideas with others; listening to understand meaning or oral material; writing reports, memos, letters, etc.; using appropriate style, format, spelling, and grammar; writing in a clear, concise and appropriate manner.
Definition of "Meets Expectations"
· Interaction with all is professional and cordial.

· Provide accurate and timely injury reports to physicians, coaches, strength and conditioning staff, and media relations staff as directed
· Provide accurate and timely injury reports to supervisor as requested
· Attend monthly coaches meetings as directed
· Attend scheduled staff meetings as directed
· Assist with the development of Departmental policies and ensure dissemination of information to appropriate personnel
· Positively promote and monitor student-athlete's adherence to the Student-Athlete Handbook and the University of Maryland Student Code of Conduct
· Positively promote the NATA, the University of Maryland, the University of Maryland Department of Intercollegiate Athletics, and the University of Maryland Sports Medicine Department
· Communicate with Team Physicians and consultant physicians as needed and/or directed
· Communicate pertinent issues with supervisor as needed and/or directed
· Meet with direct reports on a bi-weekly basis and/or as needed
· Schedule periodic meetings with supervisor
· Share pertinent information with student-athletes, coaches, parents, physicians, medical consultants, and fellow members of the Sports Medicine Department in a clear and easily understood language
· Assist with the development and presentation of inservice activities for administrative staff, coaches, Sports Medicine Department staff, and student athletic trainers
· Assist with the compilation of monthly reports and end-of-the-year reports as directed
· Provide accurate contact information when out of the office
· Return all phone calls and respond to all emails within 24 hours if possible 

	Outstanding
	Exceeds
Expectations
	Meets Expectations
	Below Expectations
	Unsatisfactory

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments on Performance
     
4.
ATTENDANCE AND PUNCTUALITY
Coming to work regularly without excessive absences; maintaining assigned work schedules.
Definition of "Meets Expectations"
· Submit bi-weekly time sheets to supervisor in accordance with State policies
· On duty in the athletic training room as assigned

· Attend practice sessions, strength & conditioning sessions, treatment & rehabilitation sessions, and games / contests as directed
· Travel with athletic teams as directed

· Attend scheduled staff meetings, staff inservices, coaches meetings, etc. as directed

· Assist with the planning of coverage for out-of-season workouts in conjunction with the strength and conditioning staff

· Attend all scheduled events in a punctual manner
· Provide accurate contact information when out of the office
· Participate in team recruiting activities as requested and/or directed

	Outstanding
	Exceeds
Expectations
	Meets Expectations
	Below Expectations
	Unsatisfactory

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments on Performance
     
5.
QUALITY OF WORK
Definition of "Meets Expectations"
· Consistently produce a high volume of acceptable work as directed
· Complete work thoroughly, accurately, neatly, and according to specifications
· Produce output quickly, in an efficient manner, and with minimal errors
· Provide accurate and timely injury reports to all parties as directed
· Attend practice sessions, strength and conditioning sessions, treatment and rehabilitation sessions, and games / contests as directed
· Complete daily input of treatment / rehabilitation log, progress reports, and other information into SIMS as directed
· Accurately record distribution of prescription and over-the-counter medications into the SportPharm programs as directed
· Assist with the maintenance of all equipment
· Maintain up to date student-athlete and administrative files as directed
· Comply with Federal, State, NATA, NCAA, ACC, University, and ICA standards, guidelines, and regulations in job performance

	Outstanding
	Exceeds
Expectations
	Meets Expectations
	Below Expectations
	Unsatisfactory

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments on Performance
     
6.
JOB KNOWLEDGE
Understanding job procedures, policies, and responsibilities; keeping up-to-date technically; acting as a resource person on whom others rely for assistance.
Definition of "Meets Expectations"
· Have a working knowledge and understanding of NCAA, ACC, University, and ICA policies and procedures

· Assist with the prevention, recognition, and management of injuries / illnesses for all student-athletes and other appropriate personnel in a professional manner and within acceptable standards of care
· Complete required first aid, CPR, AED, OSHA, and HIPAA training as directed

· Maintain appropriate National and State certifications
· Administer appropriate treatment and/or rehabilitation protocols to all student-athletes as per the Team Physician(s)
· Appropriately complete all administrative duties (e.g.  insurance, SIMS, inventory, etc.) as directed
· Assist with NCAA and in-house drug testing as directed

· Assist with compliance of all Federal, State, and Departmental regulations related to prescription and OTC medication inventory, OSHA, and HIPAA
· Actively participate in NATA, NCAA, ACC, and other pertinent organizations as directed
· Attend national and/or regional training seminars as available
· Provide training and leadership to fellow staff members and student athletic trainers

	Outstanding
	Exceeds
Expectations
	Meets Expectations
	Below Expectations
	Unsatisfactory

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments on Performance
     
7.
PERFORMANCE REVIEW AND DEVELOPMENT PROCESS 

Definition of "Meets Expectations"
· Institute PRD Process by August 1st
· Complete mid-year assessment by January 15th
· Complete year-end review and evaluation by June 15th 

· Recommend and/or complete appropriate training as needed, requested, and/or directed

· Perform PRD expectations with direct reports as assigned

· Perform Mid-Year evaluations on direct reports as assigned

· Perform End-of-the-Year evaluations on direct reports as assigned
· Provide frequent evaluation, performance feedback, counseling, support, and discussion to direct reports as assigned
· Review performance of direct reports with supervisor as directed

	Outstanding
	Exceeds
Expectations
	Meets Expectations
	Below Expectations
	Unsatisfactory

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments on Performance
     
8.
FINANCE / ADMINISTRATION 

Definition of "Meets Expectations"
· Submit bi-weekly time sheets to supervisor in accordance with State policies
· Submit monthly office phone bills to the Business Office in accordance with Department policies

· Submit monthly cell phone bills to the Business Office in accordance with Department policies

· Submit travel documents to the Business Office in accordance with Department policies

· Adhere to all policies set forth by the Business Office
· Complete student-athlete insurance claims and referral forms in accordance with Department policies
· Process student-athlete insurance claims / bills in a timely manner and in accordance with Department policies
· Submit completed vehicle logs as per ICA policy
· Maintain accurate and up-to-date student-athlete files and administrative files as directed

	Outstanding
	Exceeds
Expectations
	Meets Expectations
	Below Expectations
	Unsatisfactory

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments on Performance
     
9.
NCAA COMPLIANCE
Definition of "Meets Expectations"
· Complete all assigned ACC and/or NCAA documents effectively and efficiently
· Prevent any ACC and/or NCAA violations from occurring within the Sports Medicine Department

· Work with the Compliance Office to insure necessary documentation is completed for insurance, physical examinations, NCAA Special Assistance Fund, and NCAA Student Opportunity Fund

· Ensure that only NCAA approved medical expenses are paid for by the University

	Outstanding
	Exceeds
Expectations
	Meets Expectations
	Below Expectations
	Unsatisfactory

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments on Performance
     
10.
TEAM COVERAGE

Definition of "Meets Expectations"
· Assist with pre-participation physical exams for all student-athletes as directed

· Attend practice sessions, strength and conditioning sessions, treatment and rehabilitation sessions, and games / contests as directed

· Travel with athletic teams as directed

· Assist with physical examinations as directed

· Complete daily student-athlete medical records / progress reports as directed

· Complete student-athlete insurance claims and referrals in accordance with Department policies

· Process student-athlete insurance claims / bills in accordance with Department policies

· Comply with all Federal, State of Maryland, and Department policiens regarding OSHA, HIPAA, and prescription and over-the-counter medications

· Schedule injured student-athletes for appointments and attend appointments as needed and/or directed

· Assist with the development of Departmental policies and disseminate the information to the appropriate personnel

· Assist with concussion baseline testing and follow-up testing as directed

· Assist with the recruitment and scheduling of student athletic trainers

· Assist with the development of a staffing model, scope of coverage, and planning of staff coverage for all events
· Participate in team recruiting activities as requested and/or directed
· Maintain hydrotherapy pool(s) within the Gossett Football Team House Athletic Training Room in accordance with State of Maryland Department of Health regulations

· Provide an accurate and detailed inventory of the Gossett Football Team House Athletic Training Room as requested

· Maintain the AED(s) and emergency equipment within the Gossess Football Team House Athletic Training Room as directed

	Outstanding
	Exceeds
Expectations
	Meets Expectations
	Below Expectations
	Unsatisfactory

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments on Performance
     
	OVERALL EVALUATION




MAJOR STRENGTHS:

     
AREAS FOR IMPROVEMENT / ENHANCEMENT:

     
OVERALL RATING:  
The supervisor must assign an overall rating to the employee’s cumulative performance throughout the review cycle.  The determination of the overall rating shall be consistent with the rating scale below.

	OVERALL RATING SCALE:

Outstanding
Exemplary performance in all areas of the job.
Exceeds Expectations
Surpasses the standards and established performance expectations in many important areas.
Meets Expectations
Good performance.  Consistently meets standards and established performance expectations.
Below Expectations
Performance does not meet expectations in some important areas of the job.
Unsatisfactory
Performance falls below expectations in many areas of the job.


	Outstanding
	Exceeds
Expectations
	Meets Expectations
	Below Expectations
	Unsatisfactory

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



OVERALL COMMENTS ON PERFORMANCE:
     
	DEVELOPMENT PLANS

To be completed by employee and supervisor together using information from previous sections


ACTION PLANS:
What actions should be taken by the employee and/or supervisor to improve the employee's performance and help achieve goal(s) during the next performance period?
	Action Plan
	Time Frame

	Employee:
	

	
	

	
	

	
	

	
	

	
	

	
	

	Supervisor:
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


TRAINING PLANS:
List the training actions that will be taken to improve performance weaknesses in the current job or to develop additional employee skills.

     
� INCLUDEPICTURE "http://www.urhome.umd.edu/trademarks/trademarks/gr/secondaryath1.gif" \* MERGEFORMATINET ���





� INCLUDEPICTURE "http://www.urhome.umd.edu/trademarks/trademarks/gr/formal.gif" \* MERGEFORMATINET ���
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