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	NORTH CENTRAL TEXAS COLLEGE
EMPLOYEE PERFORMANCE EVALUATION 

	

	NAME:
	     
	
	DEPARTMENT:
	     
	

	

	DATE OF REVIEW:
	     
	
	POSITION TITLE:
	     
	

	

	This evaluation is intended as a means of constructively analyzing the efforts of individuals; a means of 
determining where/if improvement is necessary; and a procedure by which communication is enhanced, thus providing a forum for guidance and counseling to promote professional growth.

	

	
	EVALUATION TERMS AND RATING

	

	Job Performance Category and Definition
	Exceeds
Expectations
	Successful
Performance
	Opportunities for Improvement

	1. Job Knowledge is the familiarity with methods, procedures, and practices of the job
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	

	
	Comments:      

	
	
	
	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	2. Quantitative Productivity is yielding results beneficial to the operations of the department that coincides with the expectations of the job
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      

	
	
	
	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	3. Qualitative Production is the accuracy or attention to detail and neatness of work; how well the job is done
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      


	

	
	EVALUATION TERMS AND RATING

	

	Job Performance Category and Definition

	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	4. Organization is the use of effective work methods, allocation of time and determination of priorities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	

	
	Comments :      

	
	
	
	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	5. Dependability is the reliability of the employee to readily assume his/her job responsibilities  and properly perform the same
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      

	
	
	
	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	6. Adaptability is adjusting to new concepts, procedures, job assignments, personnel,  and/or surroundings
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      

	
	
	
	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	7. Judgment is the ability to identify, solve and/or prevent problems
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      


	

	
	EVALUATION TERMS AND RATING

	

	Job Performance Category and Definition

	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	8.  Cooperation and teamwork is working effectively with a group toward team objectives; willingness to accept  supervision
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	

	
	Comments :      

	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	9. Initiative is to be a self-starter, anticipates needs;  takes proactive position
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	

	
	Comments:      

	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	10. Communication is to receive, interpret and convey information clearly
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      

	
	
	
	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	11. Customer Service  is the art of meeting the needs of the staff and students of the College or public with empathy and consideration
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      


	

	
	EVALUATION TERMS AND RATING

	
	
	
	

	Job Performance Category and Definition

	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	12.  Attitude toward work  is the willingness to project and maintain positive attitude and accept additional responsibilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	

	
	Comments :      

	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	13. Punctuality is to arrive on time for work,  and to report promptly for meetings or  scheduled assignments
	N/A
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	

	
	Comments :      

	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	14. Professionalism is exhibiting the characteristics appropriate to the job responsibilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      

	
	
	
	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	15. Safety/Security is to work in a safe manner,  and to prevent accidents, injuries, theft, or vandalism
	N/A
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      


NOTE: If employee has supervisory responsibilities, complete numbers 16 - 21 on the next page, if not, please complete the last page.

	Supervisory Skills:
	EVALUATION TERMS AND RATING

	

	Job Performance Category and Definition

	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	16. Planning and selecting - maintains budget objectives with overall consideration of strategic needs 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	

	
	Comments :      

	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	17. Training and Instructing – Encourages professional growth opportunities and provides training opportunities 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	

	
	Comments :      

	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	18. Communication- listens to and communicates well with employees.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      

	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	19. Delegates responsibility effectively-to assure productive and timely results
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      

	
	
	
	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	20. Fairness / Impartiality-demonstrates equal treatment and value of all employees
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      

	

	
	Exceeds
Expectations
	Successful

Performance
	Opportunities for Improvement

	21. Approachability-presents willingness to discuss and assist employees’ needs and concerns
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	
	Comments :      


	Accomplishments



	Professional Development:      
College Service/Committee Participation:      

	Opportunities for Professional Growth

	Suggested:      
Required (if necessary):      

	Employee Comments 


	
	Comments:
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Date of employee/supervisor conference: _________________

Supervisor’s Signature: __________________________________

Employee’s Signature: _________________________________

Document111/08/04

