DANVILLE AREA

CLASSIFIED

PERFORMANCE APPRAISAL
COMMUNITY COLLEGE 
To Be Completed By June 1

FOR:

Name       


Department       
Title                     

Appraisal period
     
     


From
To

TYPE OF APPRAISAL:

 FORMCHECKBOX 
 Annual
 FORMCHECKBOX 
  Probationary

 FORMCHECKBOX 
 Supervisor Evaluation
 FORMCHECKBOX 
  Self Evaluation

Instructions (Please Read Carefully):

Evaluate employee’s work performance for the evaluation period under your supervision (refrain from basing judgments on isolated incidents).  Do not allow personal feelings or personalities to govern your evaluation.

Read carefully the definitions of the performance levels and the appraisal factors.

Review your evaluation of your employee with your immediate supervisor and have your supervisor sign the performance document before reviewing with your employee.

If Below Requirements, Needs Improvement, or Outstanding are indicated for any factor, written substantiation should be provided in the space for comments or on an attached sheet.

Employee “self-evaluation” as a written narrative may be attached to this evaluation.

PURPOSE:
The purpose of this appraisal is to provide a systematic, objective and entirely constructive method of evaluating and informing a classified employee of the effectiveness of the employee’s performance and contribution to the overall purpose and mission of the Danville Area Community College District.  The appraisal is designed to achieve a mutual understanding between a supervisor and an employee regarding levels of past performance, identification of strengths and weaknesses, means for improving performance, and expectations for future performance.  In view of these purposes, this appraisal deserves the careful attention and best judgment of all concerned.

DEFINITIONS FOR PERFORMANCE LEVEL DEGREES

Below Requirements: Performance shows deficiencies which seriously interfere with the attainment of the principal objectives of the position.  Performance on this factor is below the level required for this position.

Needs Improvement: Performance has not reached a satisfactory level.  Improved performance on this factor is needed which requires a serious and concentrated effort to achieve principal objectives of this position.

Meets Requirements: Performance shows attainment of the principal objectives of the position.  Performance is consistent with reasonable expecta​tions of a well-trained, competent person in this position.

Exceeds Requirements: Performance shows consistent and important contributions which exceed reasonable expectations.  Performance achieve​ments are beyond the principal objectives of the position.

Outstanding:
Performance shows a level of superiority distinctive of excep​tional employees in classified positions.  Contributions and achieve​ments are unique and are of extremely high value.

Not Applicable: Use this category when there has been no basis or opportu​nity to observe or evaluate the employee on the factor or when the factor is not applicable to the specific position being evaluated.

APPRAISAL FACTORS
PERFORMANCE LEVEL
WORK QUALITIES/PERFORMANCE
N/A
Below Requirements
Needs Improvement
Meets Requirements
Exceeds Requirements
Outstanding

Demonstrates creativity and innovation
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Organizes work well and completes assignments on time with minimum supervision
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Demonstrates a commitment to serving students and the community
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Works effectively as a team player
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Demonstrates flexibility and willingness to change when necessary
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Demonstrates appropriate level of communication skills
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Demonstrates appropriate level of skills consistent with the required qualifications of the position description
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Able to make decisions when necessary and to assess probable consequences of decisions
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Comments and/or suggestions  

     

APPRAISAL FACTORS
PERFORMANCE LEVEL

JOB KNOWLEDGE
N/A
Below Requirements
Needs Improvement
Meets Requirements
Exceeds Requirements
Outstanding

Demonstrates thorough knowledge of position
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Demonstrates willingness to learn, and the ability to carry out the responsibilities of the position
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Keeps current through acquiring and applying new knowledge, developments and technology
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Follows college policies and procedures
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Demonstrates good judgment in the performance of duties
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Comments and/or suggestions

     

APPRAISAL FACTORS
PERFORMANCE LEVEL

PERSONAL QUALITIES
N/A
Below Requirements
Needs Improvement
Meets Requirements
Exceeds Requirements
Outstanding

Demonstrates positive attitudes and enthusiasm about his/her job
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Works effectively under pressure
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Strives to improve upon past performance
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Exhibits dependability, reliability and punctuality
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Works well with co-workers and supervisors
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Demonstrates professionalism in dealing with others
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Holds the trust and confidence of others
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Comments and/or suggestions

     

OVERALL EVALUATION
PERFORMANCE LEVEL

N/A

 FORMCHECKBOX 

Below Requirements

 FORMCHECKBOX 

Needs Improvement

 FORMCHECKBOX 

Meets Requirements

 FORMCHECKBOX 

Exceeds Requirements
 FORMCHECKBOX 

Outstanding

 FORMCHECKBOX 


State principal reasons for this rating:

     

State areas where a higher level of performance would most significantly increase the contribution of service to the college.

     

I recommend continued employment   FORMDROPDOWN 

Prepared By 
 
                                         Supervisor’s signature

Title 
 
Date




Reviewed By 


                                             Next level Supervisor’s signature

Title

Date 




This appraisal has been reviewed and discussed with me by my supervisor.

Employee 
 

                                             Signature

Title 

Date




EMPLOYEE COMMENTS:

Mutually developed goals and objectives are optional; if completed, they should be submitted to your supervisor by July 1.

