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CCCS Performance Planning and Evaluation Checklist for
Administrative/Professional Technical Employees
      The System Office annual performance cycle for exempt employees begins June 1 and ends May 30.  See the following related documents:

· CCCS Board Policy 3-45
· System President Procedure 3-45 

· Colorado Community College System Administrative/Professional Technical Pay-For-Performance Procedure 

· Colorado Community College System Administrative & Professional/Technical Evaluation Form

Performance Planning

· Review employee’s current job description to ensure that it is accurate and up-to-date.
· Establish goals/objectives  

· Develop a draft written performance plan using the CCCS Administrative & Professional/Technical Evaluation Form.  This document contains the required criteria to be included in the performance plan.  
· Prior to meeting with your employee to review the draft written performance plan, your supervisor may want to review the draft.   

· Meet with your employee to review the draft performance plan.  This is an opportunity to solicit input from your employee.  
· Both you and your employee sign the planning section of the form.

· Make a copy for your employee and retain the original in your files.

· Contact Teri Ayers in the Office of Human Resources to notify her that the performance plan has been completed.

Coaching and Feedback

· Throughout the annual performance cycle, meet with your employee to review progress towards the desired outcome of the performance plan.  
· Make necessary modifications to the plan if needed.
Performance Evaluation
· Gather relevant documents/information related to the employee’s performance throughout the rating cycle.  This information may include the following:  
· Job description
· Performance Planning document
· Employee’s self evaluation 
· Your satellite file of the employee’s performance
· Formal and informal comments from others related to the employee’s performance
· Your personal observations of the employee’s performance
· Accomplishment of established goals/objectives

· Draft a written evaluation on the performance planning document that you and the employee signed at the beginning of the rating cycle.  
· Review to ensure that the draft evaluation addresses all the criteria on the performance planning document.
· Based upon your analysis of the relevant information, assign one of the following four overall performance ratings for the employee.  Unsatisfactory, Meets Expectations, Exceeds Expectations, or Meritorious.  
· Meet with your immediate supervisor to review and receive approval for the draft evaluation and performance rating prior to meeting with your employee.
· Meet with your employee to review, discuss, and receive additional input on the draft performance evaluation.  
· If the employee provided you with a written self evaluation, attach the copy to the planning/evaluation document.
· After you meet with the employee, if you agree that the performance evaluation draft requires significant modifications, discuss with your immediate supervisor prior to finalizing the performance evaluation.

· Both you and the employee sign and date the completed performance evaluation form.

· Make two copies, one for your files and one for the employee.

· Send the completed original signed document to the Human Resources Department by no later than July 1.
