PERFORMANCE APPRAISAL

PROFESSIONAL/INSTRUCTIONAL STAFF
	EMPLOYEE’S NAME
	DIVISION/DEPARTMENT
	APPRAISAL PERIOD

	     
	     
	     

	POSITION TITLE
	SERVICE THIS POSITION
	LAST APPRAISAL PERIOD

	     
	      Years          Months
	     

	PREPARED AND RATED BY
	RATER’S POSITION/TITLE
	DATE OF CONFERENCE

	     
	     
	     

	PART I:  PERFORMANCE FACTORS

1.
Assign a weight to each of the eight performance factors based on its importance to the overall position.  The total weight factors would equal 10 points.

2.
Evaluate each of the following eight performance factors by assigning one of the following four rate categories:


4 – Outstanding
3 – Above Average
2 – Average
1 – Below Average

	1.
EFFECTIVE INSTRUCTION:  Has the knowledge and skills appropriate for the courses taught; communicates effectively in the classroom; provides student with syllabus, grading criteria, class objectives; responds correctly to questions; evaluates student performance equitably.

COMMENTS:

     
	WEIGHT

     
	RATING

     

	
	
	

	2.
INSTRUCTIONAL METHODS:  Develops and maintains quality learning material; keeps course material current; uses an effective instructional technique; methods of instruction promote cooperation and understanding between disciplines.

COMMENTS:

     
	WEIGHT

     
	RATING

     

	
	
	

	3.
PRODUCTIVITY AND EFFICIENCY:  Performs and completes projects and position assignments in consistent, dependable, effective, and accurate manner; shows desire and energy in completing projects; effectively organizes and coordinates the utilization of people, materials, budget, equipment and time.

COMMENTS:

     
	WEIGHT

     
	RATING

     

	
	
	


	4.
PLANNING AND ORGANIZATION OF WORK:  Objectively plans and anticipates critical and/or problem areas; is creative, timely, and strives to improve methods and procedures; delegates responsibility to subordinates; sets goals and objectives.

COMMENTS:

     
	WEIGHT

     
	RATING

     

	
	
	

	5.
RELIABILITY AND RESPONSIBILITY:  Is accountable for all decisions and actions; is stable, but flexible in assignments; complies with commitments and meets deadlines; punctual to work, meetings, assemblies and appointments.

COMMENTS:

     
	WEIGHT

     
	RATING

     

	
	
	

	6.
COMMUNICATION AND INTERPERSONAL RELATIONSHIPS:  Exhibits clear, concise, and organized verbal and written communication; effectively communicates changes in policies and procedures that effects other’s work; is courteous and tolerant of others; works toward consensus; is cooperative and considerate; shows good working relationships with subordinates; exhibits leadership qualities by setting positive examples.

COMMENTS:

     
	WEIGHT

     
	RATING

     

	
	
	

	7.
JUDGMENT AND DECISION-MAKING:  Takes sensible risks and implements innovations; decisions are logical and competent in adverse situations; decisions are consistent with San Juan College policy and procedures.

COMMENTS:

     
	WEIGHT

     
	RATING

     

	
	
	

	8.
PROFESSIONAL QUALITIES:  Develops team efforts to achieve successful results; inspires confidence in staff and coworkers; effectively uses authority; develops personnel and demands quality performance of others and self; sets goals for personal and professional growth; participates in college and staff development activities.

COMMENTS:

     
	WEIGHT

     
	RATING

     

	
	
	


	PART II.  DEVELOPMENT OBJECTIVES (Planned by Rater):


Establish objective and goals for professional growth; plan to improve specified job performance weaknesses.

     

	PART III.  COLLEGE AND COMMUNITY SERVICE AND PROFESSIONAL DEVELOPMENT:


List all activities in which you participated in related to college, community service, and professional development since the last review period.

     

	PART IV.  CHARTER OF ACCOUNTABILITY:


Review of Charter for last and current academic years.  Comments to include accomplishments of goals set and establishment of future goals.

     


(Attach additional sheets as necessary)

	PART V.  EMPLOYEE’S COMMENTS:

     

	OVERALL RATING (From Part I):

	Factor

1
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5

6

7

8
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	X

X

X

X

X

X

X

X
	Rating Points

     
     
     
     
     
     
     
     
	=

=

=

=

=

=

=

=
	TOTALS

     
     
     
     
     
     
     
     
	
         Outstanding (33-40)


         Above Average (26-32)


         Average (19-25)


         Below Average (10-18)

OVERALL POINT ASSESSMENT

	STATEMENT:

I certify that this evaluation of my performance has been discussed with me.  I understand my signature does not necessarily indicate agreement or disagreement.  I also understand that if I choose to appeal the evaluation, that my appeal must be made in writing per the employee dispute procedures as explained in the Professional & Support Staff Handbook within five working days from the date this evaluation was given to me.

Employee Signature
Date

Supervisor Signature
Date

Vice President Signature
Date

Per the Disclosure of Public Records Act, performance evaluations are considered confidential records.  Release of this document to any individual outside the college requires a signed release from the employee.


