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Performance Evaluation

Emplopes: Bemn Bating Period End Bating Period: Supervizor:

L name: | |

| (I — T —

vea [ Jvew [ ] |Frene |

Mname |
Frame | | [Fosten |
M name: | ||| Dept |
. I COMMENTS
Traits/Characteristics {supporting comments are required For Unsatisfactory &
for All Employees NA U NISA S E Exceptional Ratings and are preferred for al ratings)
1. Quality of Worle Degrestowhichduties [ O [0 O O O

are performed accurakely and thoroughly
with mirirma errors,

Quantity of Work: Degree bo whidh an OOO0O0OoOouog
acceptable number of assignments are
com pleted within the prescribed time limits,

Job Knowledge: Deqgres bo which all OOO0O0OoOouog
elements of wark assignments and Al

policies and procedures have been

understood and mastersd.

Punctualiby: Degee ko which an OOO0O0OoOouog
emploves adheres bo established work,

schedules,

Dependability: Degres to which OOO0O0O0Oio

responsibilities | cammitments are met and
responsibility | accounkabilicy are accephed,

Judgment: Degrestowhich 1 OO0 O O O O

dedsions are made based upon common
sense and sound reasoning.

Teamwork: Degres bowhichpositivework [ [ [ [0 O [
rel akionships are developed and mankained
and an amosphere of respect is foskered,

Customer Service: Degres bo which OOO0O0OoOouog
needs of customers are anticipabed and met,

Communication: Degreefowhichdea, [ [ [ [0 O O
concise information is disseminated bo the

appropriate parties when it is appropriate

andfor necessary ko do sa,

10.

Discretion: Degreebowhichanemplovee [ ] O] [0 O O
can be rusted to keep confidential and
persond items privabe,

11,

Other{explain):

Traits/Characteristics for All Employees
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Employes:
S

COMMENTS
(supporting comments are required For Unsatisfactory &
Exceptional Ratings and are preferred for al rabings)

Optional

Traits/Characteristics MNA
O

12, Leadership: Degree to which employves
influences, supports and devws ops staff and
co-wiorkers in support of the department
and the College,

NI SA
O

u S E
0o 0o

13, Planning/Organizabon: Dedree ho OOO0O0OoOouog
which emplovee achiewes desired results,

uses time effectively and plans far
arowthfimprovernent of department,

14, ¥ersatility/Creativity: Degrestowhich [ ] O [0 O O
employves skays aware of change, adaphs to

change, solves complex problems and takes
posbive acions bo improve situdtions,

15. Initiative: Degree to which employes
zeekz and azzumes greater responsibility, I W R W R

mahitors projects independently and Foll owes
through appropriately.

16, Safety/Security: Degree bo which OOO0O0OoOouog
employves is vigilant sbout following andfor

developing safebysecurity policies o
procedures b safeguard the department,
the individud ard the irstitution,

17. Other{explain):

Traits and Characteristics (Mandatory for Supervisors)

15, Supervision/Delegation: Degee o OOO0O0OoOouog
which emplovee effectively uses resources

ko further team gods and ensure
cooperation and desveloprient af the
emplovess under superddan,

19, Evaluabion: Cegreetbowhichemploveeis [ ] O [0 O O
able bo gve consistent and Far evduskions
ko subordinakes and follows through on
planning J fraining that is required,

20, Learning Environmenkt Degres ko O0O0O0ooguog
which manager achvely supports emplovees
conbnued learning and growth through
completing and following-through with job
related developrent plans, encouraging
attendance & kraining and developrent
warkshops, and supporting continued
education at all levels,

21, Diversity: Deqgree boowhich emploves OOO0O0OoOouog
supporks Callege goals for diversiby by
building an atmosphere of openness and
inclusiveness, acively seeking ouk, wauing
and respectng emploves and co-workers
differing thoughts and opinions.

Optional Traits/Characteristics



Em ployee:
e

Job Perform ance
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SUMMARY OF JO0B PERFORMANCE - LIST MAIIR JOB DUTIES AMD ENMALUATE PERFORMANCE

FECOMMEMDATICNS FOR DEVELCPMEMTIMPROYVEMEMT /GOAL S

SUMMARY OF STREMGTHS AND ACCOMPLISHMENTS

Job Perform ance



Employes:
S

Traits/Characteristics Summary
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All Employees Applicable Unsatisfactory | Improvement Satisfactory Superior Exceptional
Cudity af \Wark, O O O O O O
Cuuantity af Wtk O O O O O O
Job Enowledge O O O O O O
Punctudiby O O O O O O
Drependability O O O O O O
Judgrnent O O O O O O
Tearmwotk, O O O O O O
Custonmer Serice | | | | | |
Cammmuni catian | | | | | |
Discretion | | | | | |

Required braits/ characteristics Rating
u | O O O | O

Optional Traits / M ot M eeds
Characteristics Applicable Unsatisfactory | Improvement Satisfactory SupeHor Exceptional

Leadership O O O O O O
Planning) Crganization O O O O O O
Versaliliby' Creatviky O O O O O O
Tnifidkive 0 0 0 0 0 0
SafebySecurity [l ] [l [l [l ]
Supersion/Delegation O O O O O O
Evduation O O O O O O
Learning Ervdronment | J | | | |
Diversity O O O O O O

Optional traits /characteristics Rating
o | O O o | 0O

Job Performance Rating

o [ O [ O | O [ O

O¥ERALL PERFORMANMNCE RATING
(combining both required, optiona waits/ characteristics and Job Peformance)

o | o | o T o T o

Traits/Characteristics Summ ary
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Employes:
SSE
Signatures
Meeds
Unsatisfactory  Improverment Satisfactory Superior Exceptional
OYERALL PERFORMANCE RATING (combining both required and opbonal braits/char acteristics)
O | O | O | O | 0
(ERTIFICATION OF REVIEW
Rating Officer:
Signature Date
Last name First name Middle name Tide
Reviewing Officer:
Signature Dabe
Last name First name Middle name Tide

| EMPLOYEE SEGMENT

Evaluation Completed: ™y signafure indcafes thaf Fwas givan fhe aoporfunify fo discues fhe offadl perfoem ance rawiawn wifh m e suparidsar - nof
that M necessairly agree. ]

Signature Dabe

Comments

Signatures



