KILGORE COLLEGE CLASSIFIED APPRAISAL
Date: 







Employee Name: 





Supervisor:






Position: 






Review Period: 






Please keep the following categories and definitions in mind as you evaluate the employee:

Exceeds Expectations (EE) -
performance frequently exceeds job requirements.  Individual regularly performs beyond normal work requirements.

Meets Expectations (ME) - 
performance consistently meets job requirements.

Needs Improvement (NI) -
performance does not meet job requirements.  Performance requires attention and improvement.

Does Not Meet 
   Expectations (DM) -

performance unacceptable.  Performance requires immediate attention and improvement.

Not Applicable (NA) -

Assessment area not applicable to this employee or not observed during this assessment period by evaluator.
JOB KNOWLEDGE









EE   ME   NI   DM  NA
  1) Competent in required job skills and knowledge
                                               


( 
(
(
(
(
  2) Exhibits ability to learn and apply new skills
                           




( 
(
(
(
(
  3) Keeps abreast of current developments
                          




( 
(
(
( 
(
  4) Displays understanding of how job relates to others within the organization
           

( 
(
(
(
(                
  5) Identifies and resolves problems in a timely manner
                           


( 
(
(
(
(
  6) Gathers and analyzes information skillfully
                           




( 
(
(
(
(
  7) Develops alternative solutions
                           




( 
(
(
(
(
COMMENTS:

PERFORMANCE QUALITY







EE   ME  NI  DM  NA
  1) Works within approved budget
                          




( 
(
(
(
(
  2) Conserves organizational resources
                           




( 
(
(
(
(
  3) Develops and implements cost saving measures
                           



( 
(
(
(
(
  4) Undertakes professional development activities
                           



( 
(
(
(
(
  5) Asks for help when needed
                           




( 
(
(
(
(
  6) Makes independent and timely decisions
                           




( 
(
(
(
(
  7) Requires minimal supervision
                           




( 
(
(
(
(
  8) Displays original thinking and creativity
                           




( 
(
(
(
(
  9) Meets challenges with resourcefulness
                           




( 
(
(
(
(
10) Generates suggestions for improving work
                           




( 
(
(
(
(
11) Develops innovative approaches and ideas
                           




( 
(
(
(
(
12) Demonstrates accuracy and thoroughness
                           




( 
(
(
(
(
13) Displays commitment to excellence
                           




( 
(
(
(
(
14) Looks for ways to improve and promote quality
                           



( 
(
(
(
(
15) Applies feedback to improve performance
                           




( 
(
(
(
(
16) Monitors own work to ensure quality
                           

COMMENTS:

WORK ETHIC







EE   ME  NI  DM  NA

  1) Responds to requests for service and assistance in a timely manner
  


( 
(
(
(
(
  2) Responds to management direction in a timely manner





( 
(
(
(
(
  3) Takes responsibility for own actions







( 
(
(
(
(
  4) Keeps commitments







( 
(
(
(
(
  5) Meets attendance and punctuality guidelines







( 
(
(
(
(
  6) Follows policies and procedures







( 
(
(
(
(
  7) Supports organization’s goals and values







( 
(
(
(
(
  8) Supports affirmative action and respects diversity





( 
(
(
(
(
  9) Dresses appropriately for position
                           




( 
(
(
(
(
10) Keeps self well-groomed







( 
(
(
(
(
11) Observes safety and security procedures







( 
(
(
(
(
12) Uses equipment and materials properly







( 
(
(
(
(
COMMENTS:
INTERPERSONAL SKILLS







EE   ME  NI  DM  NA
  1) Accepts criticism and feedback







( 
(
(
(
(
  2) Changes approach or method to best fit the situation





( 
(
(
(
(
  3) Exhibits sound and accurate judgment







( 
(
(
(
(
  4) Supports and explains reasoning for decisions






( 
(
(
(
(
  5) Includes appropriate people in decision making process





( 
(
(
(
(
  6) Exhibits objectivity and openness to others’ views





( 
(
(
(
(
  7) Offers assistance and support to co-workers
                           




( 
(
(
(
(
  8) Works cooperatively in group situations without jeopardizing individual responsibilities

( 
(
(
(
(                 
COMMENTS:

COMMUNICATION SKILLS







EE   ME  NI  DM  NA
  1) Expresses ideas and thoughts verbally







( 
(
(
(
(
  2) Expresses ideas and thoughts in written form







( 
(
(
(
(
COMMUNICATION SKILLS (continued)







EE   ME  NI  DM  NA
  3) Exhibits good listening and comprehension







( 
(
(
(
(
  4) Keeps others adequately informed







( 
(
(
(
(
  5) Selects and uses appropriate communication methods





( 
(
(
(
(
COMMENTS:
LEADERSHIP SKILLS







EE   ME  NI  DM  NA
  1) Exhibits confidence in self







( 
(
(
(
(
  2) Inspires respect and trust







( 
(
(
(
(
  3) Reacts well under pressure







( 
(
(
(
(
  4) Motivates others to perform well







( 
(
(
(
(
  5) Provides direction and gains compliance







( 
(
(
(
(
  5) Makes self available to subordinates







( 
(
(
(
(
  6) Provides regular performance feedback







( 
(
(
(
(
  7) Develops subordinates’ skills and encourages growth





( 
(
(
(
(
COMMENTS:
KILGORE COLLEGE CLASSIFIED APPRAISAL
OVERALL PERFORMANCE APPRAISAL
          
EXCEEDS EXPECTATIONS.  Performance frequently exceeds job requirements.  Individual regularly performs beyond normal work requirements.

          
MEETS EXPECTATIONS.  Performance adequately and consistently meets job requirements.

          
NEEDS IMPROVEMENT.  Performance does not meet the requirements. Performance requires attention and improvement.

          
DOES NOT MEET EXPECTATIONS.  Performance unacceptable.  Performance requires immediate attention and improvement.

Additional Comments or Recommendations by Supervisor

Additional Comments or Recommendations by Employee

This evaluation has been discussed with me by my supervisor.  My signature does not necessarily imply agreement with my supervisor’s evaluation.

Supervisor Signature 






 Date 




Employee Signature 






 Date 




Employee must be given copies of all performance appraisal and professional development plan instruments.  Administrative copies should be kept by evaluator.  Original instruments must be sent to Human Resources immediately after performance appraisal interview.
KILGORE COLLEGE

EVALUATION OF CLASSIFIED EMPLOYEE
ADDENDUM #1: PLAN OF ACTION
Employee: 






 
Supervisor: 




Evaluation Period: 




 
Action Plan Period:




Instructions: Upon conclusion of the evaluation conference, the employee should use this form to list the specific objectives to be met during the upcoming year.  Objectives shall be listed in order of priority and coded with an E (employee), S (supervisor), or M (mutual) to indicate who initiated the objective.

Objective:










Initiator:

Employee 







Date


Supervisor







Date

