
MENDOCINO COLLEGE

CLASSIFIED PERFORMANCE EVALUATION REPORT

PURPOSE

The purpose of this report is to provide the supervisor and employee with an opportunity to formally discuss job performance, by identifying strengths as well as areas where improvement may be needed.  This will ultimately increase the employee's value to himself or herself and to the college.

You will be helping your staff to stay in touch with themselves by confronting them with their performance in terms of expected results.  What you want is for each employee to feel successful and proud of his or her strengths, and at the same time be aware of areas where performance needs change or improvement.

In preparation for the performance evaluation interview, note the results that have been achieved by the staff member during the evaluation period.  As you think about these results, try to identify the pay-off for the employee, the department, and the college.

Rather than simply telling the employee what you think about his or her performance, look for places where you can agree or disagree about what the staff member believes has been achieved.  Where you agree, acknowledge the value of the contribution; where you disagree, let the discussion revolve around how the desired performance can be attained.  The staff member should be encouraged to invent the solution(s) to any problem, since commitment from the employee concerning change is essential for successful improvement in job performance.

Be sure to end your evaluation interview with the employee having a clear understanding and agreement of what is expected within the next evaluation period.

INSTRUCTIONS

1.
For each area to be evaluated, indicate the standards against which you are rating the employee's performance.  Examples are listed on the back of this page.  Assign a rating


of 1-5 for each standard, as explained on the evaluation report form.

2.
Complete side two of the evaluation report form as instructed.

3. 
Discuss this report with the employee.  Both you and the employee need to sign and date the form.  Indicate a recommendation regarding permanency when appropriate.

4.
Review the evaluation report with your immediate supervisor and have him or her sign it.

5.
Make a copy of the evaluation for yourself and the employee.  Forward the original to the Personnel Office for inclusion in the employee's personnel file.

EXAMPLES OF STANDARDS FOR PERFORMANCE EVALUATIONS

KNOWLEDGE

Understands Part V of 1981-82 regulations for financial aid, and applies that to evaluation of financial aid application.

Has knowledge of floor stripping process to enable him/her to strip floors without direction; completes routine cleaning of 25 classrooms in an 8 hour period.

ACCURACY

Completes assignments with minimal error.

ACCEPTS RESPONSIBILITY

Maintains confidentiality.

Completes assigned tasks within time limits.

SAFETY PRACTICES

Operates equipment/machinery in the proper manner; reports safety hazards to supervisor immediately.

PHYSICAL CAPABILITY TO PERFORM REQUIRED DUTIES

Is able to lift boxes of books weighing ten pounds.

ATTENDANCE

Is absent only when absolutely necessary.

CONTACTS

Is courteous; public leaves with the feeling they have been adequately helped.

SUPERVISORY SKILLS

Effectively directs the work of others; provides the training necessary to accurately complete work assignments; properly prioritizes work assignments for timely completion. 
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