APPENDIX C10

FEATHER RIVER COLLEGE

CLASSIFIED PERSONNEL EVALUATION

Name:













Classification:












Department:












Evaluation Period:
















    From - To


To the Evaluator:


Prepare this evaluation carefully and accurately.  Its values lies in the impartiality and sound judgment used by the evaluator.  Judge each characteristic or trait independently.  Make no entry except where the statement is based on PERSONAL KNOWLEDGE.

CLASSIFIED CSEA PERFORMANCE APPRAISAL SYSTEM

DISTRICT STANDARDS

RELATIVE IMPORTANCE/WEIGHTING OF APPRAISAL DIMENSIONS

A scale is included where the supervisor can assign to each dimension an “emphasis” to assist the employee in focusing on the more important dimensions of their appraisal, as:

CRITICAL
                          IMPORTANT
                     MINOR


(not applicable is already listed)

STANDARDS

Where applicable, District Standards are to be used. 

Item 1.1 
Attendance - District Standards

District standards for this item are:


Employee’s use of personal leave does not exceed allocated amount and; employee’s use of personal leave reflects sensitivity to unit workload cycles, i.e. employee does not unnecessarily use personal leave during periods of key activity or heavy workload, as relevant to the work unit (e.g. registration, finals, grades, etc.).

Item 1.2
Punctuality - District Standards

District standards for this item are:


If the employee will be more than 15 minutes late, he/she calls to notify the supervisor, and completes a “B” form if he/she cannot make up the time on the same day and; the employee is not late by more than fifteen minutes more frequently than an average of one time per working month (adjustments to this standard will be considered if uncontrollable events occur, such as extreme, unusual weather) and; the employee consistently begins and ends the workday as scheduled.

Item 1.3
Remaining at Work - District Standards

District standards for this item are: 


If an employee is leaving the campus for a non-work related item during regular work hours, a “B” form shall be completed.

Item 3.0
Initiative - District Standard

3.3
District standards for this item are:


(Meets or exceeds):
Attempts to take advantage of opportunities made available for training and development.  


(Below):  Does not take courses or attend seminars even when recommended by the supervisor.
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1.0
2.0
3.0


1.1
1.2
1.3
2.1
2.2
3.1
3.2
3.3
3.4

Meets or Exceeds Standards





















Below Standards





















Not Applicable










CRITICAL          IMPORTANT          MINOR  (See Recommendations for Relative Importance Standards)

1.0
ATTENDANCE
1.1
Attendance record reflects a minimum of absences.

1.2
Punctuality:  Employee reports for work on time (where applicable).

1.3
Employee consistently remains on the job after reporting for work.


Comments:























































CRITICAL          IMPORTANT          MINOR
2.0
DEPENDABILITY

2.1
Employee possesses the ability to follow through for the completion of job and assignments.

2.2
Employee adheres to time lines for the completion of jobs and assignments.


Comments:
























































CRITICAL          IMPORTANT          MINOR

3.0
INITIATIVE
3.1
Employee is self-reliant in completing assignments including involvement of others and identification and development of needed resources.

3.2
Employee offers suggestions for work improvements and/or offers solutions for work problems.

3.3
Employee takes action for self improvement (Professional Growth, e.g.) where applicable.

3.4
Employee utilizes initiative in completing job-related tasks.


Comments:
























































4.0
5.0
6.0


4.1
4.2
4.3
5.1
5.2
6.1
6.2
6.3
6.4

Meets or Exceeds Standards





















Below Standards





















Not Applicable










CRITICAL          IMPORTANT          MINOR

4.0
QUALITY OF WORK
4.1
Accuracy:  Employee strives for accuracy, minimizes errors, and takes appropriate actions to rectify errors made and prevent future errors.

4.2
Thoroughness:  Employee identifies and addresses all relevant areas of assignments, and completes all required elements satisfactorily.

4.3
Meets intended purposes:  Employee’s work products demonstrate an understanding of the intended purposes/outcomes of the assignments, and effectively meet those.


Comments:























































CRITICAL          IMPORTANT          MINOR
5.0
QUANTITY OF WORK

5.1
Employee completes appropriate amounts of tasks relative to his or her level of experience in the position, and the level of productivity required for the position.

5.2
Employee completes appropriate amounts of tasks relative to time lines and the level of productivity required for the position.


Comments:
























































CRITICAL          IMPORTANT          MINOR

6.0
WORK PRACTICES
6.1
Employee follows work instructions in a complete and thorough manner.

6.2
Employee follows proper recommendations for the use, care, and safe operation of equipment and/or technology.

6.3
Employee accepts and exercises responsibility for assignments.

6.4
Employee utilizes time and resources in an efficient and effective manner.


Comments:

























































7.0
8.0
9.0


7.1
7.2
7.3
8.1
8.2
8.3
9.1
9.2
9.3
9.4

Meets or Exceeds Standards























Below Standards























Not Applicable











CRITICAL          IMPORTANT          MINOR

7.0
ADAPTABILITY
7.1
Employee possess the ability to work under varying conditions and/or different work sites.

7.2
Employee demonstrates the ability to apply job knowledge and skills to new or unfamiliar work.

7.3
Employee adapts effectively and appropriately to changes in priorities, work assignments, the work environment, organizational structure, and related changes.


Comments:























































CRITICAL          IMPORTANT          MINOR
8.0
JUDGMENT AND DECISION MAKING

8.1
Employee has the ability to effectively incorporate data and facts in making decisions.

8.2
Employee uses good decision making skills in performing work assignments and duties.

8.3
Employee maintains appropriate level of confidentiality of data and information.


Comments:
























































CRITICAL          IMPORTANT          MINOR

9.0
PUBLIC CONTACT AND COMMUNICATIONS
9.1
Employee is honest, tactful, helpful, and courteous.

9.2
Employee presents him/herself in an appropriate manner to represent Feather River Community College District.

9.3
Employee handles difficulty situations and confrontations appropriately.

9.4
Employee uses oral and written language effectively.


Comments:

























































9.0
10.0


9.5
9.6
9.7
10.1
10.2

Meets or Exceeds Standards













Below Standards













Not Applicable






9.0
PUBLIC CONTACT AND COMMUNICATIONS (continued)
9.5
Employee communicates openly and articulates necessary information to supervisor and others.

9.6
Employee interacts effectively and demonstrates concern and sensitivities towards students.

9.7
Employee interacts effectively and demonstrates concern and sensitivities toward parents and other community members.


Comments:























































CRITICAL          IMPORTANT          MINOR
10.0
HUMAN RELATIONS

10.1
Employee works effectively and in a participatory manner with supervisor(s).

10.2
Employee works effectively and in cooperative manner with fellow employees and other district staff.


Comments:
























































FEATHER RIVER COMMUNITY COLLEGE DISTRICT

CSEA Personnel Evaluation

Employee Key Efforts/Contributions/Achievements:

Goals and Objectives for Subsequent Evaluation:

Comments:

Supervisor’s Signature





Date

ACKNOWLEDGMENT:

I acknowledge that I have seen the above evaluation and have been provided with suggestions for improvement.  I understand that my signature does not necessarily mean that I agree with this evaluation.

I understand that I have fifteen working days to respond to this evaluation and that my response will be attached to this evaluation.

After completing the evaluation process, if the employee is not satisfied with his/her performance evaluation and if the supervisor and employee agree, the filing of the evaluation may be postponed for up to six (6) months, to give the employee opportunity to improve his/her performance.

If there is not mutual agreement between the supervisor and the employee to postpone filing, the evaluation will be filed.  The employee shall be re-evaluated in three (3) to six (6) months if the employee so requests.

Employee’s Signature





Date
