PURPOSE
The goal of the administrator and professional/technical staff (APT) evaluation process is to assess performance and reward contribution to the success of students and improve the environment of the college community. 

FACTORS IN EVALUATION OF JOB PERFORMANCE
Employees will be evaluated according to their documented responsibilities, job description, and the ability to meet program, Board and college goals related to their areas of responsibility.  

PROCEDURES      
1. The System Office annual performance cycle for APT employees begins June 1 and ends May 30.
2. This document contains the required criteria to be included in the performance plan.

PERFORMANCE PLANNING (JUNE/JULY)
· The performance planning phase should take place in June/July. New employee’s hired after the performance planning phase should have a plan in place within 60 days of hire.
· Review employee’s current job description to ensure that it is accurate and up-to-date.
· Establish goals/objectives and document in Section One of the CCCS Administrator and Professional/Technical Performance Evaluation Form.  Set SMART Goals:
· Specific: Goals should be simplistically written and clearly defined.
· Measurable: Goals should be measurable to determine degree of success.
· Attainable: Goals should be challenging, but achievable.
· Results-focused: Goals should measure outcomes, not activities.
· Time-bound: Goals should be linked to a timeframe/deadline.
· Prior to meeting with the employee to review the draft written performance plan, allow your supervisor the opportunity to review the draft.   
· Meet with the employee to review the draft performance plan and solicit their input.  
· Both you and the employee sign Section One of the form.
· Make a copy for the employee and retain the original in your files.

COACHING AND FEEDBACK (ONGOING)
· Throughout the annual performance cycle, meet with the employee to review their progress towards the desired outcome of the performance plan.  
· Document necessary modifications to the plan, if needed.

PERFORMANCE EVALUATION (MAY/JUNE)
· 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 (if applicable)
· 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
· Review the goals identified in Section One of the CCCS Administrator and Professional/Technical Performance Evaluation Form to ensure criteria is still relevant. 
· [bookmark: _GoBack]Update Section One by evaluating performance results.  
· Update Section Two by evaluating performance based on each Core Competency.
· Communication: writes and speaks effectively; listens well; asks appropriate questions; uses respect and consideration when stating opinions.
· Cooperation/Teamwork: builds effective working relationships to complete assigned tasks; is receptive to instruction; shares appropriate and/or critical information with team.
· Customer Service/Responsiveness: respects all customers; listens effectively to customer questions; responds to requests in a timely manner.
· Flexibility: open to new and/or different ideas; willingly changes focus quickly as demands change; manages transitions from task to task effectively.
· [bookmark: OLE_LINK3][bookmark: OLE_LINK4]Initiative: completes tasks without detailed instructions; makes constructive suggestions; seeks additional responsibilities; exhibits a “can-do” attitude.
· Innovation: seeks continuous process and procedures improvement; creates novel and/or practical solutions to problems.
· Job Knowledge: demonstrates technical knowledge of position; takes advantage of opportunities to strengthen job knowledge.
· Judgment: makes sound decisions; bases decisions on fact; ability to reach sensible solutions; sees how a problem and its solution will affect other units.
· Quality of Work: maintains high standards despite competing priorities; catches and corrects own errors; regularly produces accurate and professional work.
· Quantity of Work: completes an appropriate amount of work in a reasonable timeframe; able to prioritize responsibilities and manage multiple projects.
· Reliability: takes personal responsibility for work and commitments; completes work in a timely manner; is regularly present and on time.
· Support of Diversity/Inclusion: treats all people with respect; seeks and considers diverse perspectives, ideas and learning opportunities.
Managerial Supervisory Competencies (for employees who supervise others)
· Management Excellence: delivers results; ensures staff has necessary support and tools without removing responsibility; provides staff with regular performance feedback; conducts timely performance evaluations.
· Resource Management: makes sound decisions that are fiscally responsible; maintains appropriate records; is diligent in researching credible data to make business case for changes and additional resources.
· Strategic Thinking: considers direct/indirect impact of decisions, looking beyond area of responsibility; recognizes how individual and departmental roles link to overall goals; anticipates emerging problems and opportunities.
· Values and Ethics: maintains a positive work environment; holds self, employees, and organization accountable for his/her actions.
· Based upon your analysis of the relevant information, update Section Three by summarizing overall performance and assigning one of the following overall performance ratings for the employee: Exemplary, Commendable or Needs Improvement.  
· Exemplary: Employee’s performance consistently demonstrates the highest levels of achievement that results in significant contributions to established goals and exhibition of defined core competencies.  
· Commendable: Employee’s performance usually generates results above those expected of the position. Consistently fulfills all established goals and defined core competencies.
· Needs Improvement: Employee’s performance requires more than the normal amount of coaching, guidance and direction. Regularly fails to meet standards and job expectations.
· Meet with your immediate supervisor to review and receive approval for the draft evaluation and performance rating prior to meeting with your employee. Vice President approval is required for Exemplary ratings. 

NOTE: Human Resources review is required for all Exemplary and Needs Improvement ratings 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 self-evaluation 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.
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PERFORMANCE PLANNING AND EVALUATION PROCEDURES
ADMINISTRATOR AND PROFESSIONAL/TECHNICAL

· You, the employee, and the second level supervisor sign and date the completed performance evaluation form.
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· Make two copies, one for your files and one for the employee.
· Send the completed original document with signatures and any attachments to the Human Resources Department by no later than June 15.
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SECTION ONE: PERFORMANCE GOALS
Establish SMART performance goals during the planning process (see page 1 for definition). Document results during the annual evaluation period. 

	Performance Goal (JUNE/JULY)
	Results (MAY/JUNE)

	A performance goal is a statement of results to be achieved in a given review period.
	Evaluate results against mutually established performance goals.
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SECTION TWO: CORE COMPETENCIES (MAY/JUNE)
Evaluate performance by selecting the corresponding level of achievement for each competency (see page 2 for definition) during the annual evaluation period.

	Core Competencies

	Communication
	
	Communication was below average
	
	Communication was average
	
	Communication was above average
	
	Communication was outstanding

	Cooperation/ Teamwork
	
	Cooperation/ Teamwork was below average
	
	Cooperation/ Teamwork was average
	
	Cooperation/ Teamwork was above average
	
	Cooperation/ Teamwork was outstanding

	Customer Service/ Responsiveness
	
	Customer Service/ Responsiveness was below average
	
	Customer Service/ Responsiveness was average
	
	Customer Service/ Responsiveness was above average
	
	Customer Service/ Responsiveness was outstanding

	Flexibility
	
	Flexibility was below average
	
	Flexibility was average
	
	Flexibility was above average
	
	Flexibility was outstanding

	Initiative
	
	Initiative was below average
	
	Initiative was average
	
	Initiative was above average
	
	Initiative was outstanding

	Innovation
	
	Innovation was below average
	
	Innovation was average
	
	Innovation was above average
	
	Innovation was outstanding

	Job Knowledge
	
	Job Knowledge was below average
	
	Job Knowledge was average
	
	Job Knowledge was above average
	
	Job Knowledge was outstanding

	Judgment
	
	Judgment was below average
	
	Judgment was average
	
	Judgment was above average
	
	Judgment was outstanding

	Quality of Work
	
	Quality of Work was below average
	
	Quality of Work was average
	
	Quality of Work was above average
	
	Quality of Work was outstanding

	Quantity of Work
	
	Quantity of Work was below average
	
	Quantity of Work was average
	
	Quantity of Work was above average
	
	Quantity of Work was outstanding

	Reliability
	
	Reliability was below average
	
	Reliability was average
	
	Reliability was above average
	
	Reliability was outstanding

	Support of Diversity/Inclusion
	
	Support of Diversity/Inclusion was below average
	
	Support of Diversity/Inclusion was average
	
	Support of Diversity/Inclusion was above average
	
	Support of Diversity/Inclusion was outstanding

	Managerial Supervisory Competencies
 (for employees who supervise others):

	Management Excellence
	
	Management Excellence was below average
	
	Management Excellence was average
	
	Management Excellence was above average
	
	Management Excellence was outstanding

	Resources Management
	
	Resources Management was below average
	
	Resources Management was average
	
	Resources Management was above average
	
	Resources Management was outstanding

	Strategic Thinking
	
	Strategic Thinking was below average
	
	Strategic Thinking was average
	
	Strategic Thinking was above average
	
	Strategic Thinking was outstanding

	Values and Ethics
	
	Values and Ethics was below average
	
	Values and Ethics was average
	
	Values and Ethics was above average
	
	Values and Ethics was outstanding

	Other characteristics related to job

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




SECTION THREE: SUMMARY AND RATING (REQUIRED)
	Summary of Performance: 



OVERALL RATING (SELECT ONE):
	
	Exemplary
	Employee’s performance consistently demonstrates the highest levels of achievement that results in significant contributions to established goals and exhibition of defined core competencies.  

	
	Commendable
	Employee’s performance usually generates results above those expected of the position. Consistently fulfills all established goals and defined core competencies. 

	
	Needs Improvement
	Employee’s performance requires more than the normal amount of coaching, guidance and direction. Regularly fails to meet standards and job expectations.



ACKNOWLEDGMENT OF PERFORMANCE PLANNING:

	EMPLOYEE SIGNATURE/DATE

	
	EVALUATOR SIGNATURE/DATE


	
	
	

	SECOND LEVEL SUPERVISOR SIGNATURE/DATE

	
	VICE PRESIDENT SIGNATURE/DATE
(REQUIRED FOR ALL EXEMPLARY RATINGS)


NOTE: EMPLOYEE MAY ATTACH A STATEMENT TO THIS EVALUATION INDICATING AGREEMENT OR DISAGREEMENT WITH ANY OR ALL OF THE CONTENTS.
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