Northeast Higher Education District 

Performance Evaluation Instructions/Overview
Objective
The performance evaluation should enhance personal and professional development.  Effective evaluation of job performance is an on-going process.  Annually each manager or supervisor provides an opportunity to give specific feedback on past goals, job expectations, and a clear understanding of performance for the past year.  It is also an important time to set goals and expectations for the next year.
Instructions
This form is to be used for the annual evaluation and may be used at other times during the year when formal feedback is needed.
As you prepare the evaluation please remember to incorporate the following performance characteristics: communication, teamwork, customer service, decision making and leadership.

PART 1:  PRINCIPAL RESPONSIBILITIES

Add each principal responsibility as it is written on the PD or work plan.  Give feedback including performance examples of each responsibility.

PART 2: NEXT YEAR’S GOALS
Enter the performance goals for the next period to be evaluated.  This may also include training/development goals.  Individual goals and objectives should align with those of the department and the campus.

PART 3: PROFESSIONAL DEVELOPMENT PLAN

If improvement is needed in any critical areas of the employee’s performance, you may create a professional development plan here or as an addition to the performance review.  The performance plan should include actions that will be taken by the employee and/or supervisor to support the goals indicated in Part 2 or specific job responsibilities in Part 1.   
PART 4:  EMPLOYEE COMMENTS

Give the employee the opportunity to give their own feedback.
Overall Performance Rating Descriptions
Meets Expectations
Performance consistently met expectations in all essential areas of responsibility, at times possibly exceeding expectation, and the quality of work overall was very good.  The most critical annual goals were met.

Improvement Needed
Performance did not consistently meet expectations – performance failed to meet expectations in one or more essential areas of responsibility, and/or one or more of the most critical goals were not met.  A professional development plan to improve performance should be outlined in Part 3, including timelines and monitored to measure progress.

The employee being evaluated is to receive a copy of the completed evaluation form and one copy shall be placed in the personnel file.
  Northeast Higher Education District 

Performance Evaluation

Employee Name: ​​​​​​​​​​​​​​​​​​​​





Appraisal Period: 
Job Classification: 





Appraisal Type:  ___ Annual   ___ Probationary  
   ___ Other (Define)

Supervisor Name:
PART 1:  PRINCIPAL RESPONSIBILITIES

The Principal Responsibilities below are contained in: □ position description OR □ attached work plan. 
Principal Responsibility: 
Accomplishments, comments, concerns: 




   □ Meets Expectations      □ Improvement Needed

Principal Responsibility: 

Accomplishments, comments, concerns: 




   □ Meets Expectations      □ Improvement Needed


Principal Responsibility: 

Accomplishments, comments, concerns: 




   □ Meets Expectations      □ Improvement Needed


Principal Responsibility: 

Accomplishments, comments, concerns: 




   □ Meets Expectations      □ Improvement Needed


Principal Responsibility: 

Accomplishments, comments, concerns: 




   □ Meets Expectations      □ Improvement Needed


OVERALL PERFORMANCE RATING:
□ Meets Expectations
Performance consistently met expectations in all essential areas of responsibility, at times possibly exceeding expectation, and the quality of work overall was very good.  The most critical annual goals were met.


 
□ Improvement Needed
Performance did not consistently meet expectations – performance failed to meet expectations in one or more essential areas of responsibility, and/or one or more of the most critical goals were not met.  
PART 2:  NEXT YEAR’S GOALS 
Goals and objectives for the next year:
PART 3: PROFESSIONAL DEVELOPMENT PLAN
Professional development plan (as applicable):
PART 4:  EMPLOYEE COMMENTS
	 Employee Comments:



	  Position Description Review.  A review of the position description is to be completed each year, with the understanding that it should be revised if the position changes.  If there are changes to the position description, a signed copy must accompany the completed Performance Review and submitted to the human resources office by the due date.  In any event, the position description should be updated, signed, and turned into HR every three years.

	 FORMCHECKBOX 

	The current position description is an accurate reflection of the current responsibilities and performance standards.

	 FORMCHECKBOX 

	The position description is revised to reflect changes in the position.

	 FORMCHECKBOX 

	The position description is updated because it is three years old.


This performance evaluation has been discussed with me and I have had the opportunity to provide my input.  I understand that I may include a written statement with this form that will be retained in my personnel file.
SIGNATURES:
Employee: ____________________________________
Date: _________________________
Rater:
_______________________________________
Date: _________________________
Rater’s Supervisor: _____________________________
Date: _________________________
