PERFORMANCE  APPRAISAL  (EXEMPT)

2003-04

SECTION I  –  REVIEW  OF  GOALS  AND  ACCOMPLISHMENTS

1.
What important goals were established during the appraisal period, compared with the established goals?

	PERFORMANCE GOALS
	RESULTS
	EVIDENCE

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


2.
Describe any exceptional accomplishments that the employee achieved during the appraisal period. (optional)

     
3.
What important work results were not accomplished by the employee during the appraisal period or remain to be done, compared with results expected?  List in order of importance.

     
SECTION  II  –  PERFORMANCE  FACTORS

1. For each factor, based on the priority or importance of that factor, check “H” for “High 
priority,” “L” for “Low priority,” or “N” for “Not Applicable.”

2. 
For each factor, check only one choice (a, b, c, d, or e).

3. 
Substantiate factors “a” (Unsatisfactory) and “e” (Outstanding) with at least two specific 
examples.

4. 
Any item checked “a” (Unsatisfactory) or “b” (Poor) must have a goal statement.

5. If you, as the supervisor, believe that a factor is not applicable, please explain why in the 
Comment section.

	FACTOR
	COMMENTS & GOALS

	I.
  EFFECTIVENESS & PLANNING      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N   
 FORMCHECKBOX 
 a.  Negligent or poor in planning.  Fails to stay “on target.”

 FORMCHECKBOX 
 b.  Occasionally fails to plan ahead or achieve goals.  Sets vague goals or objectives.


objectives.

 FORMCHECKBOX 
 c.  Develops organized short-term plans for department or area of supervision; works to effectively actualize these plans while accomplishing daily tasks.

 FORMCHECKBOX 
 d.  Develops appropriate long-range and short-range plans for department.

 FORMCHECKBOX 
 e.  Excellent in evaluating, developing and analyzing long- and short -range plans.  Creatively responds to changes utilizing diverse elements to design a plan and achieve goals.  Excellent in delegating daily tasks so as to keep the most critical programs/plans moving forward to completion.



	COMMENTS:      
GOALS:      

	II.
  PROBLEM ANALYSIS & DECISION MAKING      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.  Usually makes poor decisions or fails to make decisions.  Unable to analyze problems effectively. 


problems effectively.

 FORMCHECKBOX 
 b.  Occasionally makes poor decisions or occasionally procrastinates.

 FORMCHECKBOX 
 c.  Usually searches for and makes accurate assessment of information and reaches reasonable decisions.


 FORMCHECKBOX 
 d.  Recognizes when additional information is necessary for non-routine decisions; makes timely decisions, considering the best information available.

 FORMCHECKBOX 
 e.  Researches and reaches superior and creative decisions that positively effect the department and College, with ability to change decisions as needed.


	COMMENTS:      
GOALS:      

	III.
  JOB KNOWLEDGE      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.
Lacks basic knowledge of the position requirement and duties.

 FORMCHECKBOX 
 b.
Limited knowledge, not completely aware of the requirement of the position requirements.

 FORMCHECKBOX 
 c.
Adequate comprehension of department responsibilities and position requirements.

 FORMCHECKBOX 
 d.
Broad general knowledge and in-depth expertise in most areas, can handle unusual tasks.

 FORMCHECKBOX 
 e.  Exceptional knowledge; sufficient to handle any assignment, even the most advanced or complex.


	COMMENTS:      
GOALS:      

	IV.
  INNOVATION & CREATIVITY      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.
Does not generate new ideas; has difficulty accepting new ideas developed by others.

 FORMCHECKBOX 
 b.
Occasionally generates new ideas and/or has some difficulty accepting new Ideas developed by others.


 FORMCHECKBOX 
 c.
Assists in generating new ideas, concepts or designs, usually when coached or            stimulated by others; can accept new ideas generated by others.


 FORMCHECKBOX 
 d.
Develops new ideas, concepts or designs on own initiative.

 FORMCHECKBOX 
 e.
Creates new ideas, concepts or designs on own initiative; stimulates others in the development of new ideas; also effectively determines and pursues the necessary details for implementation of new ideas.

 

	COMMENTS:      
GOALS:      

	V.
  INITIATIVE      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.
Requires constant motivation and/or direction.

 FORMCHECKBOX 
 b.
Requires occasional motivation and/or direction.

 FORMCHECKBOX 
 c.
Assumes initiative sufficient to duties and responsibilities.

 FORMCHECKBOX 
 d.
Initiates and takes positive steps toward implementation of improvements in department and/or College.  Thinks independently. 

 FORMCHECKBOX 
 e.
Thinks beyond assignment, anticipates and responds to long-range implications.


	COMMENTS:      
GOALS:      

	VI.
 QUALITY OF WORK      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.
Quality of work unsatisfactory, usually lacking in thoroughness or accuracy.

 FORMCHECKBOX 
 b.
Does not set personal standards or accept responsibility for quality work; satisfied with work of minimum quality.

 FORMCHECKBOX 
 c.
Satisfactory work.  Accurate, complete and meets established guidelines.

 FORMCHECKBOX 
 d.
Accuracy and pride demonstrated in quality of work assignments.

 FORMCHECKBOX 
 e.
Superior quality of work.  Continually establishes new standards of excellence.


	COMMENTS:      
GOALS:      

	VII.   QUANTITY OF WORK      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.
Inability to generate or coordinate amount of work required within established time frame.

 FORMCHECKBOX 
 b. Amount of work produced within established time frame does not meet the requirements expected.

 FORMCHECKBOX 
 c.
Completes amount of work expected in a timely manner.

 FORMCHECKBOX 
 d.
Quantity of timely work produced exceeds expectation.

 FORMCHECKBOX 
 e.
Produces exceptional volume of work on time.  Always encourages more efficient methods of generating work.


	COMMENTS:      
GOALS:      

	VIII.
  DELEGATION/SUPERVISION      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.
Usually fails to delegate where appropriate.

 FORMCHECKBOX 
 b.
Inconsistent in delegation and monitoring progress.

 FORMCHECKBOX 
 c.  Establishes general goals and procedures; periodically checks and follows up on progress. 


on progress.

 FORMCHECKBOX 
 d.
Makes effective use of personnel.  Seeks appropriate feedback and as needed provides further guidance.

 FORMCHECKBOX 
 e.
Makes the best use of employee’s abilities.  Demonstrates ability to delegate authority at appropriate times giving the employee an opportunity for enhanced development.


	COMMENTS:      
GOALS:      

	IX.
  HUMAN RESOURCE MANAGEMENT      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

(Includes developing an effective working team, creating positive attitudes, responding to personnel issues and problems in an appropriate manner, staff development and personnel evaluation.)

 FORMCHECKBOX 
 a.  Fails to carry out basic human resource/personnel management responsibilities.  Fails to perform development training.

 FORMCHECKBOX 
 b.
Is deficient in a number of personnel management responsibilities.  Does minimal planning for staff members training and development.

 FORMCHECKBOX 
 c.
Executes all personnel management human resource responsibilities in an acceptable manner.  Consistently plans and organizes for staff members training and development.

 FORMCHECKBOX 
 d.  Executes all management personnel responsibilities in an acceptable manner with exceptional performance in a few areas.  Consciously organizes unit so training and development are an integral part of staff members job, in addition to formal programs.
addition

 FORMCHECKBOX 
 e.  Executes all management personnel responsibilities in an exceptional manner.  Actively promotes subordinate self-development through example, job structuring, formal programs, continuing education and recognition.


	COMMENTS:      
GOALS:      

	X.
  FISCAL MANAGEMENT      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.
Fails to plan and control budget expenditures.

 FORMCHECKBOX 
 b.
Has difficulty planning and controlling budget and expenditures.

 FORMCHECKBOX 
 c.
Usually controls expenses within budgeted goals.

 FORMCHECKBOX 
 d.
Meets budgeted costs and frequently able to realize additional savings with no loss of efficiency.
no

 FORMCHECKBOX 
 e.
Exceptional ability to relate costs to increased quality, productiveness and goals.


	COMMENTS:      
GOALS:      

	XI.
  PHYSICAL RESOURCE MANAGEMENT      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.
Fails to utilize, maintain, or safeguard college equipment and property.

 FORMCHECKBOX 
 b.
Assumes minimal responsibility for the care and appropriate use of college property or equipment.

 FORMCHECKBOX 
 c.
Utilizes and displays appropriate care for college equipment and property.

 FORMCHECKBOX 
 d.  Shows initiative in planning and/or utilizing college property and equipment in a very effective manner.

 FORMCHECKBOX 
 e.  Has creative foresight in the securing and utilization of physical assets of the college to achieve maximum productivity and efficiency.


	COMMENTS:      
GOALS:      

	XII.
  DEPENDABILITY      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.
Unable to work and make independent decisions without supervision.  Completely unacceptable attendance and/or punctuality.

 FORMCHECKBOX 
 b.  Instructions and procedures not adequately followed; does not respond in a timely manner to requests from supervisor on progress of work; or has unacceptable attendance and/or punctuality.

 FORMCHECKBOX 
 c.
Acceptable attendance and punctuality; generally follows instructions; responds quickly to requests from supervision on progress of work.

 FORMCHECKBOX 
 d.
Seldom absent or tardy; follows instructions and appropriate procedures; keeps supervision informed.

 FORMCHECKBOX 
 e.
Exceptional reliability; follows instructions and appropriate procedures; keeps supervision informed of the need for exceptions to instructions and progress of work; rarely absent or tardy.


	COMMENTS:      
GOALS:      

	XIII.
  FLEXIBILITY      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.  Often inflexible-unwilling to respond, or chronic complainer.

 FORMCHECKBOX 
 b.  Occasionally responsible to changes, but not without complaints or behavioral resistance.

 FORMCHECKBOX 
 c.  Generally responsive to changing needs of supervisor, department, etc.

 FORMCHECKBOX 
 d.  Responsive to changing needs and usually responsive to emergency requests.

 FORMCHECKBOX 
 e.  Extraordinarily responsive to needs of supervisor or others.  Maintains cool and calm in face of changing situations.  Reacts positively to change. 
and


	COMMENTS:      
GOALS:      

	XIV.
  COOPERATION/TEAMWORK      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.  Consistently not cooperative.  Does not get along with others.

 FORMCHECKBOX 
 b.  Occasionally not cooperative.  Inconsistent in willingness to work with others.

 FORMCHECKBOX 
 c.  Consistently cooperative.  Works well with and assists others.

 FORMCHECKBOX 
 d.  Exceptionally successful in cooperating with and assisting others.

 FORMCHECKBOX 
 e.  Even under tremendous pressure and difficult circumstances, actively solicits and successfully anticipates cooperative ventures.


	COMMENTS:      
GOALS:      

	XV.
  COMMUNICATIONS SKILLS      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.  Difficult to understand, numerous errors or omissions in communication; inattentive.

 FORMCHECKBOX 
 b.  Inconsistent in communication or uses inappropriate communication.

 FORMCHECKBOX 
 c.  Communicates in a timely and satisfactory manner (speaking, listening, writing).

 FORMCHECKBOX 
 d.  Exceptional communication skills; able to adapt to situation in a well-organized manner.  Convincing written and oral communicator.


 FORMCHECKBOX 
 e.  Written and oral presentation is organized, succinct, complete, and meets stated objectives.  Prepares non-routine communications on complex subjects.  Convincing communicator.

Can adapt writing or speaking style to intended audience.  Exceptionally 

.
	COMMENTS:      
GOALS:      

	XVI.
  PROFESSIONAL BEHAVIOR AND IMAGE      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.  Extremely poor professional behavior and/or image.

 FORMCHECKBOX 
 b.  Occasionally fails to present a professional image.

 FORMCHECKBOX 
 c.  Generally presents professional behavior and image.

 FORMCHECKBOX 
 d.  Maintains above average professional behavior and image.

 FORMCHECKBOX 
 e.  Even under tremendous pressure and difficult circumstances, maintains professional behavior and image.


	COMMENTS:      
GOALS:      

	XVII. ADHERENCE TO COLLEGE POLICIES/PRACTICES      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

 FORMCHECKBOX 
 a.  Lacks concern for college policies, practices, and procedures and frequently fails to comply.

 FORMCHECKBOX 
 b.  Lacks thorough knowledge of college policies, practices, and procedures and occasionally fails to comply.

 FORMCHECKBOX 
 c.  Has knowledge of and follows college policies, practices, and procedures.

 FORMCHECKBOX 
 d.  Uses good judgment in applying of college policies, practices, and procedures.

 FORMCHECKBOX 
 e.  Makes superior judgments in non-routine areas where specific procedures may not be established.  Creates effective procedures.


	COMMENTS:      
GOALS:      

	XVIII.  OTHER      FORMCHECKBOX 
 H     FORMCHECKBOX 
 L     FORMCHECKBOX 
 N

(Supervisor may indicate an additional factor:      )

 FORMCHECKBOX 
 a.  Unsatisfactory

 FORMCHECKBOX 
 b.  Marginal

 FORMCHECKBOX 
 c.  Satisfactory

 FORMCHECKBOX 
 d.  Very good

 FORMCHECKBOX 
 e.  Outstanding


	COMMENTS:      
GOALS:      


Summarize Section II

	
	     
	     
	     
	     
	     
	TOTAL for Each Category
	COMMENTS:       

	
	a.
	b.
	c.
	d.
	e.
	
	


  Unsatisfactory . . . . . . . . . . .  Outstanding

SECTION  III  –  ACTION  PLANS  FOR  GOALS
The Supervisor and Employee meet to discuss and determine strategies applicable to accomplish certain goals. 

A.
List two (2) of the employee’s strengths, and two (2) goals to apply those strengths:

	STRENGTHS
	GOALS

	     
	     

	     
	     


B. From Section II or from observations, list two (2) areas for employee improvement, and two (2) goals that will strengthen those.

	AREAS FOR EMPLOYEE IMPROVEMENT
	GOALS

	     
	     

	     
	     


C.
Indicate additional goals that would support departmental objectives:

     
SECTION  IV  –  DEVELOPMENT

Identify short and long-range career goals.  How can you accomplish these goals?

	CAREER GOALS
	HOW ACCOMPLISHED

	     
	     

	     
	     

	     
	     

	     
	     


SECTION V  –  OPTIONAL  COMMENTS  BY  EMPLOYEE  OR  SUPERVISOR
A.
Comments by Employee:
     
C.
Comments by Supervisor:

     
SECTION VI  –  SUPPORT  OF  VISION  &  VALUES

This section reflects the overall performance of the employee as related to the support of the Region’s vision and values (ref. Instructions for Completion).

A.
Areas of strength in supporting the Region’s vision and values.

     
B.
Areas for improvement in supporting the Region’s vision and values.

     
SECTION  VII  –  EVALUATION  OF  WORK  UNIT  BY  SERVICE  RECEIVERS

This section reflects the overall performance evaluation of the employee’s work unit provided by the group of people that receive the service from the work unit to which this employee belongs.  Attach supporting documentation as appropriate.

Summary/Comments:

     
SECTION  VIII  –  EMPLOYEE  INPUT

This section should be completed by the employee just prior to his/her annual performance evaluation.

1.
What do you consider to be the most important parts of your job?

     
2.
What part(s) of your job interest(s) you most?

     
3.
What part(s) of your job interest(s) you least?

     
4.
Which of your abilities/talents are not being fully utilized?

     
5.
List specific steps that your supervisor can take to help you perform better.

     
6.
List specific steps that the College can take to help you perform better.

     
7.
Which aspects of your job could benefit from more experience and training?

     
8.
What accomplishments in the past year have given you the most satisfaction?

     
9.
What frustrated you most in the past year?


     
10.
What are your 1–3 year career goals (list by job title)?

     
11.
What are your 4–10 year career goals (list by job title)?

     
ADDENDUM

As an addition to the annual performance evaluation, you are being asked to complete the following information regarding job descriptions, professional development opportunities and access to necessary equipment to perform your job.  This information will be discussed between you and your supervisor.

JOB DESCRIPTION

Each year you and your supervisor will review your job description to make sure it is current.  You should discuss with your supervisor any updates you believe are necessary.  Any recommendation for updates will be forwarded to the Human Resources office for final approval.

1. Did you receive a copy of your job description to review (and update if necessary)?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

2. Did you and your supervisor review your job description?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

*Please attach job description (current or updated).

PROFESSIONAL DEVELOPMENT

1. Did you attend one of the following in-service opportunities that was provided to you during the past year?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No   (If a College sponsored in-service activity is not listed, skip to question 3)

     
2. If your answer was "No," what was your reason for not attending?

     
3. If question #1 does not apply, were you given at least one opportunity for a professional development activity during the past year such as attending a seminar, conference, or continuing education, etc.?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No


If "Yes," what was/were the activity(ies) you attended?                                                                             

     
4. Did you take advantage of the College’s fee remission/tuition reimbursement benefit this year?
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
EQUIPMENT ACCESS

1.
Do you have access to equipment necessary to perform your job function?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

2.  
If "No," please list the equipment you deem necessary.  Note:  Your supervisor must substantiate your need.
     
COMMENTS

Employee Comments:                                                                                                                                     
     
Supervisor Comments:

     
SECTION  IX  –  EVALUATION  SUMMARY

	Employee:      
	Hire Date:      

	Title:      
	Department:      

	Classification:      
	Supervisor:      

	In Present Position Since:      
	Time Period:      

	
	
	
	
	
	

	Approved:   FORMCHECKBOX 

	     
	Date:       
	Approved:   FORMCHECKBOX 

	     
	Date:       

	Approved:   FORMCHECKBOX 

	     
	Date:       
	Approved:   FORMCHECKBOX 

	James L. Steck
	Date:       


	SECTION I: 

Review of Goals & Accomplishments


	SECTION II:

Performance Factors
	SECTION VI:

Vision & Values


	SECTION VII:

Service Receivers


	
	OVERALL



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Performance FAR EXCEEDS that EXPECTED.*
	 FORMCHECKBOX 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Performance EXCEEDS that EXPECTED.*
	 FORMCHECKBOX 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Performance is FULLY SATISFACTORY and that EXPECTED.*
	 FORMCHECKBOX 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Performance is SATISFACTORY IN MOST AREAS.
	 FORMCHECKBOX 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Performance is UNSATISFACTORY.
	 FORMCHECKBOX 



* For an employee experienced in, and well qualified for, the employee's current position/classification.

I acknowledge that I have reviewed and discussed all sections of this performance appraisal and addendum.

Employee:  









Date 



Reviewed/Approved By:

Supervisor:  









Date:  
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