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	Classified/Confidential Staff Performance Review




Employee’s Name:       
College ID #:  J     
Title:      
Performance Review Period

Supervisor:       
From:                 To:       
Mo./Yr.                     Mo./Yr       
Senior Administrator:       
Dept./Div.:      
===============================================================================================

Employee’s statement of major job responsibilities during the review period:

(Complete in 2-3 sentences)

     
Supervisor’s statement of major job responsibilities during the review period:

(Complete in 2-3 sentences)

     
1.
Knowledge of work:  Demonstrates, through application, specific knowledge required to satisfactorily perform

                                                       duties.

	 FORMCHECKBOX 
 FORMCHECKBOX 
   Very limited knowledge of duties.  Requires very close supervision.  Needs basic skills training.
	 FORMCHECKBOX 
   FORMCHECKBOX 
   Limited knowledge of duties.  Has basics, needs additional training or experience.
	 FORMCHECKBOX 
   FORMCHECKBOX 
   Knowledge of duties fully meets requirements.
	 FORMCHECKBOX 
 FORMCHECKBOX 
  Above average knowledge of duties and knowledge of more complex tasks.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Exceptionally thorough knowledge of duties, more complex tasks and their relationship to other jobs and institutions.


Comments:       
2.
Quality of Work:  Completeness, accuracy, and neatness.

	 FORMCHECKBOX 
 FORMCHECKBOX 
   Work is unacceptable: 
        incomplete, careless 

        and inaccurate.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Work is passable: needs more attention to accuracy and completeness.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Work is acceptable: neat, complete, and accurate.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Work is usually above average.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Work is of exceptional quality.


Comments:       
3.
Judgment:  Makes appropriate, timely decisions within defined area of responsibility.

	 FORMCHECKBOX 
 FORMCHECKBOX 
  Unwilling or unable to make sound job-related decisions.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Able to make job-related decisions with supervisory guidance.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Able to make prompt independent job-related decisions.
	 FORMCHECKBOX 
  FORMCHECKBOX 
  Above average ability to make prompt, independent job-related decisions and to find solutions to complex problems.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Outstanding ability to make consistently sound decisions and to provide creative solutions to complex problems...


Comments:       
4.
Timeliness of Work:  Makes effective use of available work time: consider ability to establish priorities and revise work plans

                                                           as necessary.

	 FORMCHECKBOX 
 FORMCHECKBOX 
  Work is disorganized and usually not completed on time.
	 FORMCHECKBOX 
  FORMCHECKBOX 
  Work is usually disorganized and often not completed on time.
	 FORMCHECKBOX 
   FORMCHECKBOX 
 Work is usually well organized and completed on time.
	 FORMCHECKBOX 
 FORMCHECKBOX 
  Work is almost always well organized and completed on time.
	 FORMCHECKBOX 
 FORMCHECKBOX 
  Work is always very well organized and completed on time.


Comments:       
5.
Attendance and Punctuality:  Observes the requirements for attendance and punctuality within work setting.

	 FORMCHECKBOX 
 FORMCHECKBOX 
  Habitual absence or lateness.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Too frequent absence or lateness.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Acceptable attendance and punctuality.
	 FORMCHECKBOX 
  FORMCHECKBOX 
 Above average attendance and punctuality.
	O  FORMCHECKBOX 
 FORMCHECKBOX 
   Outstanding attendance and punctuality.


Comments:       
6.
Communications:  Communicates accurately and effectively in both written and spoken form: Consider interaction with both

                                                     the College community and the general public.

	 FORMCHECKBOX 
 FORMCHECKBOX 
   Written and oral communications are poorly organized and difficult to understand.  Listening and comprehension skills are inadequate.
	 FORMCHECKBOX 
  FORMCHECKBOX 
    Written and oral communications are some-times poorly organized and difficult to under-stand.  Listening skills need to be improved.
	 FORMCHECKBOX 
  FORMCHECKBOX 
    Written and oral communications are organized, accurate, and understandable.  Listening and comprehension skills are good.
	 FORMCHECKBOX 
 FORMCHECKBOX 
  Written and oral communications are very well organized, accurate, and easily understood.  Listen-ing, comprehension and response skills are above average.
	 FORMCHECKBOX 
   FORMCHECKBOX 
  Written and oral com-munications are extre-mely well organized, accurate, and easily understood.  Listen-ing, comprehension and response skills are outstanding.


Comments:       
7.
Interpersonal Skills:  Establishes and maintains cooperative and productive relationships among individuals within and

                                                           outside the College.

	 FORMCHECKBOX 
 FORMCHECKBOX 
  Inability to establish co-operative and productive relationships.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Limited ability to establish co-operative and productive relationships.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Average ability to establish co-operative and productive relationships.
	 FORMCHECKBOX 
 FORMCHECKBOX 
  Above average ability to establish co-operative and productive relation-ships.
	 FORMCHECKBOX 
 FORMCHECKBOX 
  Outstanding ability to establish co-operative and productive relation-ships.


Comments:       
8.
Initiative:  Is self-directed, takes appropriate action and is efficient, resourceful, and creative toward meeting job objectives.

	 FORMCHECKBOX 
 FORMCHECKBOX 
  Resists change.  Performs only upon direction...
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Rarely initiates change.  Performs job in patterned, routine way.
	 FORMCHECKBOX 
  FORMCHECKBOX 
  Accepts change and seeks solutions to problems once direction is given.  Usually follows through.
	 FORMCHECKBOX 
 FORMCHECKBOX 
  Seeks change through new solutions and most often follows through.
	 FORMCHECKBOX 
 FORMCHECKBOX 
  Self-starter who seeks change through creative solution, is resourceful, and consistently follows through.


Comments:       
9.
Learning New Skills:  Ability to learn a new job or new aspects of a job and to recognize need for skill and knowledge

                                                            improvement.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Requires repeated training to learn basic skills.  Does not recognize need for improvement.
	 FORMCHECKBOX 
 FORMCHECKBOX 
     Requires extra assistance in learning new skills and techniques.  Recognizes need for improvement.
	 FORMCHECKBOX 
  FORMCHECKBOX 
    Requires reasonable amount of time to learn new skills through normal training methods.  Pursues needed knowledge and skills.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Requires little time to learn new skills.  Applies them effectively.  Shows continued activity in updating and improving skills.
	 FORMCHECKBOX 
   FORMCHECKBOX 
  Requires almost no training to learn new skills.  Applies them in an exceptional way.  Shows outstanding activity in updating and improving skills.


Comments:       
10.
Summary:  Degree to which the employee fulfills the requirements of the position.

	 FORMCHECKBOX 
 FORMCHECKBOX 
   Inadequate performance in majority of tasks and skills.
	 FORMCHECKBOX 
  FORMCHECKBOX 
    Adequate performance in a number of tasks and skills.  Improvement required.
	 FORMCHECKBOX 
  FORMCHECKBOX 
     Effective performance in all tasks.
	 FORMCHECKBOX 
 FORMCHECKBOX 
   Above average performance in most tasks and out-standing in some.
	 FORMCHECKBOX 
 FORMCHECKBOX 
    Outstanding performance in all aspects of work.


Comments:       
Employee comments:       
Development and Training Plan:

Identify areas for development.

Identify actions and accomplishments for the next twelve months.

Outline plans for achievement.

Indicate target completion dates.

Areas for Development (consider Performance Review Sections)
     
1.  Actions & Accomplishments:       
Plans & Resources for Achievement:       
Completion Target Date:      
2.  Actions & Accomplishments:       
Plans & Resources for Achievement:       
Completion Target Date:       
3.  Actions & Accomplishments:       
Plans & Resources for Achievement:       
Completion Target Date:      
___________________________
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