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PERFORMANCE EVALUATION AND DEVELOPMENT FORM
SUPERVISORY/CONFIDENTIAL EMPLOYEES
	Name:


	Evaluation period covered:

From:
To:  

	Position Title:


Current Range


	Employment Date:






	Department/Area:


	Conference with employee held on:

   
	___ __ Annual     _____  Probationary



	Evaluator:  


	Evaluator’s Title




SETTING GOALS: When a new Supervisory or Confidential employee is hired, the manager should schedule a meeting within two weeks of his/her arrival to establish goals. “Section 5” of this form can be used to document the goals. The performance against these goals should then be reflected at the time the Performance Evaluation is written in Section 1, the Performance Factor categories and/or Section 3, Overall Performance Rating.
PERFORMANCE EVALUATION:  To be based on appropriate list of job duties and responsibilities developed from Classification Specification (attached), which provide a common understanding of the job expectations.
PERFORMANCE LEVEL RATING SCALE: Use these ratings when assessing the Performance Factors.  Refer to appendix “A” for criteria defining the performance ratings. Comments provided in the Narrative section should support the Performance Rating and should also provide examples that justify the Performance Rating.
1. Meets and/or May Exceed Expectations - Meets Requirements and performs job as expected for this classification and may sometimes or frequently exceed expectations.  Properly trained and qualified employees are expected to perform at this level.

2. *Improvement Required - May perform adequately in some areas and would benefit from improvement in some areas. An Improvement Plan should be included for performance areas marked with this rating.
3. *Does Not  Meet Expectations* – Performance is unacceptable and is not up to required standards for the job.
*Negative comments must be based on supporting observations and examples, and must include a Corrective Action or improvement plan.
SECTION 1
	Performance Factor #1

	Performance
Ratings

1
2
3

	Narrative Comments
Must provide specific examples and observations which support Performance Rating for this Performance Factor.

	TECHNICAL SKILLS/JOB KNOWLEDGE   
· Understands all phases of his/her job requirements.
	
	
	
	

	· Possesses current professional/technical knowledge and skills required to perform job effectively.
	
	
	
	

	· Uses technology to improve efficiency & productivity.


	
	
	
	

	Performance Factor #2

	Performance

Ratings

1
2
3

	Narrative Comments

Must provide specific examples and observations which support Performance Rating for this Performance Factor.

	SUPERVISORY
· Provides ongoing  constructive feedback to staff;
	
	
	
	Use this section to address if employee is responsible for supervising staff.



	· Completes evaluations in a timely manner;
	
	
	
	

	· Encourages professional development of staff;
	
	
	
	

	· Fosters a team effort;
	
	
	
	

	· Delegates responsibility with authority  & clarity; 
	
	
	
	

	· Promotes and exemplifies the District’s values.


	
	
	
	

	Performance Factor #3
	1
	2
	3
	Must provide specific examples and observations

	CUSTOMER SERVICE

· Continuously strives for excellence in the quality of work and products that are produced;
	
	
	
	

	· Student success is evident in daily approach to work;
	
	
	
	

	· Serves internal and external customers in a timely manner;
	
	
	
	

	· Strives for accuracy and currency of information delivered
	
	
	
	

	Performance Factor #4
	1
	2
	3
	Must provide specific examples and observations

	DEPENDABILITY/

INITIATIVE / ACCOUNTABILITY

· Effectively uses resources;
	
	
	
	

	· Work output meets expectations of deadlines for schedules & projects;
	
	
	
	

	· Is a self-starter, working independently with little or no direction;
	
	
	
	

	· Suggests new ideas and better ways of doing things;
	
	
	
	

	· Ability to grasp instructions and solve problems.

	
	
	
	

	Performance Factor #5
	1
	2
	3
	Must provide specific examples and observations

	RELIABILITY
· Meets attendance requirements;
	
	
	
	

	· Respects office hours; 
	
	
	
	

	· Uses vacation/sick time responsibly.
	
	
	
	

	Performance Factor #1

	Performance

Ratings

1
2
3

	Narrative Comments

Must provide specific examples and observations which support Performance Rating for this Performance Factor.

	COMMUNICATION /

INTERPERSONALSKILS

· Writes and speaks clearly and concisely; Listens attentively;
	
	
	
	

	· Keeps people informed; 
	
	
	
	

	· Cooperates and works well with others; 
	
	
	
	

	· Displays and fosters teamwork;
	
	
	
	

	· Respects and is considerate of staff and others’ values, ideas and perspectives (Diversity).
	
	
	
	

	Performance Factor #7
	1
	2
	3
	Must provide specific examples and observations

	SAFETY

· Understands and applies safe practices;
	
	
	
	

	· Observes safety rules;  policies; guidelines
	
	
	
	

	· Attends required training workshops.
	
	
	
	


SECTION 2

	Compliance Training & Professional/Personnel Development Completed During Review Period
List any required trainings or other trainings/workshops that were attended by the employee.


	

	
	


SECTION 3

	OVER-ALL PERFORMANCE RATING - Rate the individual’s overall performance, taking into consideration;  performance factors; overall effectiveness; contribution to Butte College, paying special attention to how those contributions are aligned with the District’s values: STUDENTS FIRST, EXCELLENCE, RESPECT, DIVERSITY IN COMMUNITY, COMMUNICATION, ACCOUNTABILITY (Appendix B).  (attach extra pages as needed)

	
	Meets and/or May Exceed Requirements 


	
	*Improvement Required*- Adequate performance in some areas and growth /development needed in others.

	
	*Does Not Meet Expectations – Performance is unacceptable.


*Improvement Required or Does Not Meet”” ratings must be substantiated by supporting observation and examples documented in an Corrective Action or Improvement Plan.
SECTION 4

	Professional/Personal Development Opportunities:

List workshops, training or continuing education opportunities that the employee would benefit from both professionally and personally.

	


SECTION 5
	Goals for Next Review Period: 



	


SECTION 6
	Employee Comments:  ( Yes
( Attached
( None



	


Evaluated and discussed by:

Print Evaluator’s Name

Evaluator’s Signature
Date                      
 

NOTE: Signature of the employee acknowledges only that the evaluation was completed, discussed and that the employee received a copy

Employee’s Signature                                        
Date
APPENDIX A
Performance Measurement
Once goals have been set, agreed upon and prioritized and measurements have been developed to calibrate performance, it is important to determine how these goals are going to be evaluated.  It is recommended that managers and employees discuss the specific performance measurements for each goal. Managers should support ratings with specific examples in the narrative, in particular, when suggesting the employee exceeds expectations requirements, needs improvement or is not meeting the expectations of the job.

The performance management process defines the following measurements to evaluate performance:

Performance Meets and/or Exceeds Expectations - Consistently performs all duties of the position in a fully capable manner, meets and may occasionally exceed expected criteria for quality, quantity, and/or timeliness of work, including meeting goals and objectives for the review period. Performance relative to job goals and position requirements meets commitments and expectations. Results are achieved by making optimal use of available resources, demonstrating behaviors which exemplify the district’s values and mission, and displaying a high level of responsiveness to internal/external customers.  

*Improvement Required - Performs some duties in a capable manner.  Meets some goals and objectives, but requires improvement in quality, quantity, and/or timeliness of work to achieve overall competent performance.  May require more supervision and/or training than expected for assignment.  An employee who is fairly new in a position, may receive this performance rating without being on a corrective action plan for the review period, performance relative to job goals and position requirements generally met some, yet not all expected results, or performance goals are not consistently accomplished.  A focused and appropriate use of available resources, demonstration of behaviors which exemplify the District’s values and mission, and responsiveness to customers are not consistently demonstrated in some or all of the performance factors..
*Does Not Meet Expectations - Unacceptable performance suggesting lack of willingness and/or skills to perform the requirements of the position for the review period. Performance relative to job goals and position requirements only occasionally meet expected results, or performance goals are frequently not accomplished, or are only partially met.  The effective use of available resources, demonstration of behaviors which exemplify the District’s values and mission and responsiveness to customers are noticeably absent.  Improvement is needed in order to achieve fully effective performance when compared to results accomplished by others in positions of similar scope and responsibility throughout the district.

Note:  *Where performance fails to meet expectations; an improvement plan or corrective action plan must be developed and mutually agreed upon in order to address identified performance deficiencies.

APPENDIX B
BUTTE COLLEGE CORE VALUES

Students First

Student success is our purpose and the focal point of decision making and resource allocation.

Excellence

We strive to offer the highest quality in education and service through continual self-assessment, evaluation and professional development.

Respect

We value each other and engage openly and considerately with one another’s ideas, philosophies and perspectives.

Diversity in Community

We value individual attributes, capabilities and differences, and we foster the collaboration and social responsibility that create vital institution.

Communication

We value professionalism in our interactions and cultivate an open, friendly environment of fairness and integrity.

Accountability

As responsible stewards of the public trust, we use our resources effectively to fulfill the mission and obligations of the college.
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