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Assigning Weighting Factors 

What Are Weighting Factors? 

 

 

 

 

 

Assigning Weighting Factors in the Online GPS Appraisal Tool 
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Example:  Hypothetical Weighting Assignments for an Academic Coordinator 

Performance Elements:  Weight 

Key Accountability: Coordinate the graduate admissions process 30% 

Key Accountability: Assist and advise undergraduate/graduate students 25% 

Key Accountability: Provide administrative support for the department 15% 

Key Accountability: Coordinate meetings and events 5% 

Performance Goal: Help implement new system for tracking admissions 15 % 

Performance Goal: Revise process documentation to incorporate new system 5% 

Special Project: Provide admin support to departmental faculty search committee 5% 

Assigned Weightings Total: 100% 

Overall Assessment Rating Calculation 

Example:  Hypothetical Appraisal Summary for Academic Coordinator 

2013 Performance Elements Descriptor Rating Weights 
Numerical 

Rating 

Key Accountability: Coordinate the graduate 

admissions process 
Fully Successful 30.0% 3.0 

Key Accountability: Assist and advise 

undergraduate/graduate students 
High Contributor 25.0% 4.0 

Key Accountability: Provide administrative 

support for the department. 
High Contributor 15.0% 4.0 

Key Accountability: Coordinate meetings and 

events. 
Needs Improvement 5.0% 2.0 

Performance Goal: Help implement new system 

for tracking admissions 
Fully Successful 15% 3.0 

Performance Goal: Revise process 

documentation to incorporate new system 
Exceptional 5% 5.0 

Special Project: Provide admin support to 

departmental faculty search committee 
Fully Successful 5% 3.0 

  Overall Assessment Rating: 3.45 
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1. First, the assessment rating is multiplied by the weighting factor to calculate the contribution of 

each element to the overall assessment rating: 

 Key Accountabilities:  

 Coordinate the graduate admissions process 0.30 x 3.0 = 0.90 

 Assist and advise undergraduate/graduate students 0.25 x 4.0 = 1.00 

 Provide administrative support for the department 0.15 x 4.0 = 0.60 

 Coordinate meetings and events 0.05 x 2.0 = 0.10  

 Performance Goals:   

 Help implement the new system for tracking admissions 0.15 x 3.0 = 0.45 

 Revise process documentation to incorporate the new system 0.05 x 5.0 = 0.25 

 Special Project Goal:   

 Provide admin support to department faculty search committee 0.05 x 3.0 = 0.15 

2. Then an overall weighted average is calculated by adding together each of the individual results: 

 0.90 + 1.00 + 0.60 + 0.10 + 0.45 + 0.25 + 0.15 = 3.45 Overall Assessment Rating 

In Summary… 

Assigning Weighting Factors Summary 

Purpose:  To establish relative priorities as part of overall performance expectations 

Use in GPS: 
 Overall assessment is calculated using weightings and ratings of elements 

 A meaningful discussion point between supervisor and staff member 

What gets 

weighted: 

 Key accountabilities  

 Performance goals combined weightings must equal 100% 

 Special projects/assignments  

Weighting 

based on: 

 Relative importance to the position and department 

 Contribution to college/stem and/or University 

 Impact of expected outcomes (i.e., bigger impact = larger weight) 

 Not necessarily the amount of time spent 

Frequency: 

 Establish at start of performance cycle 

 Priorities change — confirm or adjust periodically 

 Final review — confirm or adjust for annual appraisal 

 


