PERFORMANCE  APPRAISAL  (NON-EXEMPT)

2003-04
SECTION I  –  PERFORMANCE  FACTORS

1. 
For each factor, check only one choice (a, b, c, d, or e).

2. 
Substantiate factors “a” (Unsatisfactory) and “e” (Outstanding) with at least two specific 
examples.

3. 
Any item checked “a” (Unsatisfactory) or “b” (Poor) must have a goal statement.

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

	FACTOR
	COMMENTS & GOALS

	I.
  JOB KNOWLEDGE: Application of "know-how" to get a job done.

 FORMCHECKBOX 
 a.
Lacks basic knowledge.

 FORMCHECKBOX 
 b.
Limited knowledge, not completely aware of functions of the job.

 FORMCHECKBOX 
 c.
Adequate comprehension of job requirements and department responsibilities.  Can answer routine questions.

 FORMCHECKBOX 
 d.
Thorough knowledge of job requirements and department rules.

 FORMCHECKBOX 
 e.  Has complete mastery of all phases of job.  Continually expands knowledge of department or College rules.



	COMMENTS:      
GOALS:      

	II.
  QUALITY OF WORK: Individual standards for personal level of performance.

 FORMCHECKBOX 
 a.  Consistently does not meet job requirements; careless, makes reoccurring errors.


problems effectively.

 FORMCHECKBOX 
 b.  Work usually lacking in thoroughness, accuracy or neatness.

 FORMCHECKBOX 
 c.
Satisfactory work.  Usually accurate and presentable.

 FORMCHECKBOX 
 d.
Careful worker; is exact and precise most of the time.

 FORMCHECKBOX 
 e.
Extremely careful worker; thorough and neat.  Work is consistently accurate


	COMMENTS:      
GOALS:      

	III. 

QUANTITY OF SATISFACTORY WORK: Level of achievement in terms of the volume of accomplished tasks.

 FORMCHECKBOX 
 a.
Amount of work accomplished is consistently below established work standards.

 FORMCHECKBOX 
 b.
Does just enough to get by - minimally productive.

 FORMCHECKBOX 
 c.
Produces amount of work expected.

 FORMCHECKBOX 
 d.
Very industrious.  Volume of work is more than required.

 FORMCHECKBOX 
 e.
Amount of work far exceeds expectation of position.


	COMMENTS:      
GOALS:      

	IV.
COOPERATION: Maintaining positive working relationships with peers and supervisors: accepting instructions and assignments; assisting others to accomplish work group objectives.

supervisors; accepting instructions and assignments; assisting others to accomplish 
work group objectives.

 FORMCHECKBOX 
 a.
Blatantly and consistently refuses to cooperate.

 FORMCHECKBOX 
 b.
Often difficult to get along with.  Does not cooperate well.

 FORMCHECKBOX 
 c.
Generally works well with and assists others.

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

 FORMCHECKBOX 
 e.
Actively solicits and anticipates cooperative ventures with others.

 

	COMMENTS:      
GOALS:      

	V.

RELIABILITY: Following instructions and appropriate procedures; attention to detail; keeping supervisor informed of developments.

 FORMCHECKBOX 
 a.
Undependable.  Needs constant supervision.  Frequent errors in judgment.

 FORMCHECKBOX 
 b. 
Cannot usually be relied upon to follow instructions or complete tasks without supervision.

supervision.

 FORMCHECKBOX 
 c.
Generally dependable in fulfilling responsibilities.

 FORMCHECKBOX 
 d.
Very conscientious.  Follows established guidelines.  Can be trusted with confidential information/money/safeguard property and equipment.


confidential information/money/safeguard property and equipment.

 FORMCHECKBOX 
 e.
Extremely dependable in all respects.  Takes extra precautions beyond routinely considered factors.


	COMMENTS:      
GOALS:      

	VI.
 INITIATIVE: Energy or aptitude displayed in beginning action.

 FORMCHECKBOX 
 a.
Requires constant instruction.

 FORMCHECKBOX 
 b.
Does very little without being instructed.

 FORMCHECKBOX 
 c.
Does needed jobs without being asked to do so.

 FORMCHECKBOX 
 d. 
Initiates and makes suggestions for improvements in work procedures.  Thinks independently.

independently.

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


	COMMENTS:      
GOALS:      

	VII.   ATTENDANCE: Punctuality and attendance.

 FORMCHECKBOX 
 a.
Often absent without good excuse or abuses sick time.  Frequently reports late to work.  Failure to follow attendance policies.

 FORMCHECKBOX 
 b.
Careless in attendance and/or reporting to work on time.

 FORMCHECKBOX 
 c.
Satisfactory attendance record.

 FORMCHECKBOX 
 d.
Extremely punctual.  Promptly notifies supervisor of illness, etc.  Overall good attendance. 

attendance.

 FORMCHECKBOX 
 e.
Volunteers for overtime when needed.  Excellent attendance record.


	COMMENTS:      
GOALS:      

	VIII.
  TIMELINESS: Accomplishing tasks according to goals and deadlines.

 FORMCHECKBOX 
 a.
Seldom accomplishes assigned work on time.

 FORMCHECKBOX 
 b.
Accomplishes some assigned work on time.

 FORMCHECKBOX 
 c.
Accomplishes a majority of assigned work on time.

 FORMCHECKBOX 
 d.
Accomplishes all work on time and some ahead of schedule.

 FORMCHECKBOX 
 e.
Accomplishes all work on time and a majority of assignments ahead of schedule.


	COMMENTS:      
GOALS:      

	IX.
  COMMUNICATIONS: Communications accomplish desired results; clear, concise and organized.

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


inattentive.

 FORMCHECKBOX 
 b.
Inconsistent in communication or uses inappropriate communication.

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


writing).

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

 FORMCHECKBOX 
 e.
Outstanding communication skills.  Information is accurate and clear.  Clearly expresses ideas and information.


	COMMENTS:      
GOALS:      

	X.
PROFESSIONAL BEHAVIOR AND IMAGE: Projecting organizational image; presenting one’s self appropriately for the position.  Also includes orderliness and cleanliness of work area.

 FORMCHECKBOX 
 a.
Seldom or never exhibits professional behavior and image.  Is often rude, discourteous or presents poor personal image.

 FORMCHECKBOX 
 b.
Inconsistent professional behavior and image.  Needs improvement in interaction with others or appearance.


interactions with others or appearance.

 FORMCHECKBOX 
 c.
Generally exhibits professional behavior and image.

 FORMCHECKBOX 
 d.
Interacts very well with others.  Contributes to a positive organizational image. 

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


	COMMENTS:      
GOALS:      

	XI.
  FLEXIBILITY: Willingness to respond to changes.

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

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

 FORMCHECKBOX 
 c.
Generally responsive to changing needs and usually responsive to emergency requests.

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

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


	COMMENTS:      
GOALS:      

	XII.
OTHER
(Supervisor may indicate an additional factor:      )

 FORMCHECKBOX 
 a.  Unsatisfactory

 FORMCHECKBOX 
 b.  Marginal

 FORMCHECKBOX 
 c.  Satisfactory

 FORMCHECKBOX 
 d.  Very good

 FORMCHECKBOX 
 e.  Outstanding


	COMMENTS:      
GOALS:      

	FACTOR XIII IS FOR THOSE WHO DIRECTLY SUPERVISE OTHER REGULAR COLLEGE EMPLOYEES

XIII.
  SUPERVISION OF OTHERS: Work planning and organizing, monitors performance and attendance.
   attendance.

 FORMCHECKBOX 
 a.
Rarely delegates.  Does not give appropriate information/instructions to employee.


employee.

 FORMCHECKBOX 
 b.
Inconsistent in delegation.  Provides minimal information/instruction to employees.  Often fails to notify higher supervisor of problem areas.

 FORMCHECKBOX 
 c.
Satisfactory in delegation of routine tasks.  Satisfactory information/instruction to employees.  Provides some corrective action to employees and brings more serious matters to attention of higher-level supervisor.

 FORMCHECKBOX 
 d.
Delegates very well.  Gives appropriate instruction.  Provides most corrective action and coordinates with manager.  Sets satisfactory goals for employee.

 FORMCHECKBOX 
 e.
Exemplary supervisor.  Is sensitive to employee needs, coordinates workflow and organizational needs.  Give appropriate instruction and attempts to develop employee with satisfactory results. 

and organizational needs.  Give appropriate instruction and  attempts to 


develop employee with satisfactory results.and


	COMMENTS:      
GOALS:      


Summarize Section I

	
	     
	     
	     
	     
	     
	TOTAL for Each Category
	COMMENTS:       

	
	a.
	b.
	c.
	d.
	e.
	
	


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

SECTION  II  –  COMMENT  ON  LAST  YEAR'S  GOALS  AND  OBJECTIVES
Comments:

     
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: 

Performance Factors


	SECTION II:

Goals & Objectives
	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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