PROFESSIONAL AND TECHNICAL STAFF
PERFORMANCE APPRAISAL AND GOALS ARTICULATION
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	NAME:
	     
	
	SSN:
	     

	POSITION:
	     
	
	DEPT:
	     
	
	CAMPUS:
	     

	CURRENT DATE:
	     
	
	DATE OF LAST APPRAISAL:
	     

	TYPE OF APPRAISAL:
	
	ANNUAL
	     
	
	PROBATIONARY
	     
	
	SPECIAL
	     


SECTION I: ALL PROFESSIONAL AND TECHNICAL STAFF
Please identify the performance level of the employee by filling in the appropriate number that most appropriately indicates the employee's performance from the Rating Scale below.

Rating Scale:
(1) Greatly Exceeds Performance Standards
(2) Exceeds Performance Standards


(3) Achieves Performance Standards
(4) Below Performance Standards



Note: Use N/A where Not Applicable

	1.
	Knowledge of job:

	
	
	     
	Demonstrates an understanding of procedures and workflow.

	
	
	     
	Follows college policies and procedures.

	
	
	     
	Demonstrates comprehension of his/her responsibilities.

	
	
	
	

	2.
	Productivity:

	
	
	     
	Produces work in a timely manner.

	
	
	     
	Performs assigned tasks safely. Performs assigned tasks accurately and effectively.  Effectively utilizes both college and outside resources when applicable.

	
	
	     
	

	3.
	Organizational Abilities:

	
	
	     
	Plans and prioritizes carefully and adequately. Attends to details effectively.

	
	
	     
	Maintains accurate and appropriate files and records. Sets goals.

	
	
	
	

	4.
	Communication/interpersonal Relationships:


	
	
	     
	Communicates effectively in verbal form.

	
	
	     
	Communicates effectively in written form.

	
	
	     
	Communicates effectively on the telephone.

	
	
	     
	Shows support, courtesy, tact, and cooperation with students, faculty, staff, and community contacts.

	
	
	     
	Is able to accept constructive criticism.

	
	
	     
	Maintains his/her composure in difficult situations.

	
	
	
	

	5.
	Initiative:

	
	
	     
	Accepts responsibility for making appropriate decisions. Identifies, analyzes, and acts on problem situations within realm of authority. Displays enthusiasm to do more than is required.

	
	
	
	

	6.
	Dependability:

	
	
	     
	Works well independently. Adapts to changes in work environment. Accepts responsibility and accountability for                                 his/her area of operation. Consistently maintains high standards in his/her work.

	
	
	     
	Successfully completes assigned tasks.

	
	
	
	

	7.
	Professional Development:

	
	
	     
	Expands professional development through training, and/or schooling, meetings, seminars, and workshops.

	
	
	     
	Integrates professional development knowledge into work environment.

	
	
	     
	Meets the different requirements brought about by changes in job procedures and changes in work assignments.


                            
SECTION II: SUPERVISORY RESPONSIBILITY (To be completed for employees with supervisory responsibilities only.)

Rating Scale:
(1) Greatly Exceeds Performance Standards
(2) Exceeds Performance Standards


(3) Achieves Performance Standards
(4) Below Performance Standards



Note: Use N/A where Not Applicable

	 1.
	
	     
	Planning: Prepares for peak loads and future developments.

	
	
	
	

	 2.
	
	     
	Organizing: Organizes work flow to achieve objectives within established time frame.

	
	
	
	

	 3.
	
	     
	Training: Provides staff with proper training to insure effective job performance.

	
	
	
	

	4.
	
	     
	Decision Making: Makes necessary decisions without undue hesitation, and assumes responsibility for decisions made.

	
	
	
	

	 5.
	
	     
	Work Distribution: Distributes work assignments among staff equitably.

	
	
	
	

	 6.
	
	     
	Communication Skills: Communicates effectively with subordinates and others in verbal and written form.

	
	
	
	

	 7.
	
	     
	Supervisory Control: Exercises authority within realm of responsibility and maintains effective control of area.

	
	
	
	

	 8.
	
	     
	Ability to Supervise: Effectively supervises personnel.

	
	
	
	

	 9.
	
	     
	Ability to Supervise: Acknowledges accomplishments of others appropriately and sincerely.

	
	
	
	

	10.
	
	     
	Ability to Supervise: Encourages initiative and performance by delegating tasks effectively to others.

	
	
	
	

	11.
	
	     
	Ability to Supervise: Handles personnel problems judiciously and ensures that decisions are made on the basis of adequate and appropriate data.

	
	
	
	



SECTION III: OVERALL PERFORMANCE RATING SCALE (Please Check One)

	Greatly Exceeds Performance Standards  
	     

	Exceeds Performance Standards        
	     

	Achieves  Performance Standards
	     

	Below Performance Standards
	     


To be eligible for movement to the next. grade level, the employee must receive an overall rating of Exceeds Performance Standards.


SECTION IV: ADDITIONAL INFORMATION 

A.
Within the approved classification, have the duties or responsibilities of the position changed significantly since the last


rating?

	    
	Yes
	
	     
	No


If there have been significant changes, describe them briefly below:
	     


B.
Goals for the Employee: (To be filled out by the employee)

	     


C. 
Supervisor's Comments:

	     


D.
Employee's Comments:

	     



I have reviewed this evaluation and discussed the contents with my Supervisor. My signature means that I have been advised of my performance status and have had the opportunity to express my comments.

	Employee:
	
	Date:
	     


(Signature does not necessarily imply agreement)

	Dept Head/Next Level Supervisor:
	
	Date:
	     


(Signature)

	Dept Head/Next Level Supervisor:
	     
	
	


 (Print)

The following signatures are necessary if (1) the overall evaluation is exceptional, or below performance standards, or (2) when an employee provides a response in the Employee Comments section of the evaluation.

	Supervising Dean/Director:
	
	Date:
	     


 (Signature)

	Supervising Dean/Director:
	     
	
	


 (Print)

	Vice President/Provost:
	
	Date:
	     


 (Signature)
	Vice President/Provost:
	     
	
	


(Print)
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