	KIRKWOOD COMMUNITY COLLEGE
PERFORMANCE EVALUATION

DUE DATE: JULY 1st


	NAME:
	DEPARTMENT:

	POSITION:
	DATE PREPARED:


	INSTRUCTIONS FOR COMPLETING THE PERFORMANCE EVALUATION



	This performance evaluation is to serve as a record of performance and accomplishments during the past 12 months.  Its purpose is to summarize the information necessary to report the individual’s current performance and to assist both parties in an annual goal-setting process.  This performance evaluation must be discussed with each employee.  Your ratings and comments are to be kept as objective as possible.  Please note that “at expectation” completely describes satisfactory performance. Before beginning this evaluation, you should carefully review the position job description and the criteria to be considered for each rating category given below. Appropriate performance-based comments, artifacts, data, measurements, metrics, examples, etc., are to be included with this evaluation.


	RATINGS

The following descriptions will help you in using the rating scale.  
The basis for performance ratings should be indicated in the comments section.

	Above 

Expectation
	Indicates exceptional performance which consistently exceeds the quality and quantity requirements of the position.  Very little, if any, supervision or guidance is required in daily work.

	At 

Expectation
	Indicates performance that consistently meets the requirements of the position.  Works very well with a minimum of supervision.  This evaluation will be that normally used to describe performance of high quality that meets the standards of the College.

	Below

Expectation
	Indicates performance which requires improvement.  If this category is used, there should be specific comments regarding how performance is to be improved.

	No 

Basis
	Write “No Basis” in the section is the supervisor is unable to appraise the performance of the individual due to the nature of the individual’s assignment.

	OTHER COMMENTS BY SUPERVISOR

Additional comments or observations not previously made with respect to rating, whether exceptional performance or recommendations for improvements, may be made in the space provided at the end of this section.   Recommendations for improvement should be directed to specific areas in which the staff member may improve performance.


	RATING
	CATEGORY
Personal Characteristics

	ABOVE
	AT
	BELOW
	

	
	
	
	Has a positive attitude that demonstrates pride in the College.

	Comments: 


	
	
	
	Takes pride in his/her work and shows a desire for excellence.

	Comments: 



	
	
	
	Demonstrates good judgment by clearly defining problems, considering options, and choosing logical solutions.

	Comments: 



	
	
	
	Performs well in stressful situations.

	Comments:



	
	
	
	Looks for ways to improve an idea or to do a better job and seldom needs to be encouraged to excel.

	Comment

	
	
	
	Accepts criticism constructively.

	Comments:


	
	
	
	Attendance and punctuality.

	Comments: 




	RATING
	CATEGORY
Personal Relationships (peers/supervisors/subordinates)

	ABOVE
	AT
	BELOW
	

	
	
	
	Interacts well with others.

	Comments: 

	
	
	
	Is eager to learn new skills and is open to new ideas and change.

	Comments: 

	
	
	
	Knows when/how to interact with people in a professional manner.

	Comments: 

	
	
	
	Exhibits leadership qualities when and as appropriate.

	Comments:

	
	
	
	Demonstrates ability to partner with others.

	Comments:

	
	
	
	Keeps information in confidence when and as appropriate.

	Comments:


	RATING
	CATEGORY
Technical Proficiencies and General Knowledge

	ABOVE
	AT
	BELOW
	

	
	
	
	Keeps up on the current developments in the field.

	Comments: 



	
	
	
	Initiates new ideas and suggestions.

	Comments: 



	
	
	
	Does appropriate research on his/her own before asking others. Gathers all the facts that are reasonably available before trying to reach a conclusion.

	Comments: 



	
	
	
	Communicates clearly and concisely both written and verbally.

	Comments:




	RATING
	CATEGORY
Planning Ahead

	ABOVE
	AT
	BELOW
	

	
	
	
	Proactive about how to overcome potential obstacles. Is well informed and prepared for potential problems.

	Comments: 



	
	
	
	Communicates effectively with other departments.

	Comments: 



	
	
	
	Uses time effectively.

	Comments: 



	
	
	
	Wants to be involved in decisions that affect his/her work.

	Comments:



	
	
	
	Involvement with College committees and/or task forces.

	Comments:



	

	Additional Comments: 




DIRECTIONS: In the next section the supervisor will choose three (3) questions from the list below for all employees in his/her department to answer.  Each employee will then choose two (2) additional questions to be answered.   Complete the questions on a separate sheet of paper and attach the responses to the performance review.
SHORT ANSWER QUESTIONS:

1. What do you believe are the most critical elements to be successful in your position (i.e.:  software, personality traits, etc.)  How do you demonstrate these elements?

2. As you reflect on the past year, what single accomplishment are you most proud of?  Why?  How will this assist you moving forward?

3. What obstacles or barriers, if any, do you encounter in getting your job done?

4. What do you see you could improve upon in terms of your skills or job performance?

5. How satisfied are you with your position and/or responsibilities?  Elaborate.  
6. What part(s) of your job do you get the most satisfaction from?  What area(s) would you like to change within your position?

7. Do you have the tools and resources to do your job well?  Please explain.

8. Does your job make good use of your skills and abilities?  In what ways? 

9. Do you believe your current position provides an adequate amount of challenge?  If yes, how and why?  If not, how do you propose this could be changed?

10. Within your department or Kirkwood as a whole, what sort of projects (committees, associations, etc.) would you like to be involved in?  

11. What professional development goals have you set for yourself for next year?

12. What are some of the ways that you contribute to a productive work atmosphere?

13. If you could change or improve one thing in your department and/or at Kirkwood, what would it be? Explain your answer.

14. In what way(s) could communication be improved within your department and/or Kirkwood?  

15. What do you like best about working at Kirkwood?

16. Is there appropriate collaboration between your department and other departments with whom you work?  Give examples. 

17. Who are your customers and how did you provide exceptional customer service recently?

18. How have you demonstrated welcoming, valuing, and nurturing people of all backgrounds, perspectives, and experiences, as well as supporting and promoting an environment that accepts differences?  
19. What, if any, barriers have you encountered that inhibit your ability to meet your departmental performance expectations? 

20. What, if any, barriers have you encountered that inhibit your ability to meet your personal performance expectations? 

21. Please describe how you contributed to a team strategy approach within the department. 

22. Share how you contribute to Kirkwood’s mission, vision, and strategic priorities through your position.

23. Please describe your overall contributions to Kirkwood. 
DIRECTIONS: In the next section the employee will propose to his / her supervisor three (3) of the following goals to set for himself / herself.  The supervisor can agree to, or alter the selection of, the three (3) goals to be set by the employee.  Complete the questions on a separate sheet of paper and attach the responses to the performance review.
GOAL SETTING: 

Note: Continued growth and on-the-job improvements are required for every employee in order to advance Kirkwood as an institution and an employer of choice. 
1. How do you purposefully intend to welcome, value, and nurture people of all backgrounds, perspectives, and experiences, as well as support and promote an environment that accepts differences over the next year?

2. How do you intend to identify community needs that impact your position and/or department in the next twelve months? 

3. How do you intend to provide accessible, quality education and training that impact your position and /or department in the next twelve months? 

4. How do you intend to promote opportunities for lifelong learning that impact your position and/or department in the next twelve months? 

5. What will you do over the next twelve months to advance your position?  Department?  Institution?  Student Learning?   

6. What are your career plans at Kirkwood and what step(s) are being taken to achieve such goal(s)? 

7. How will you organize and demonstrate understanding of students and/or stakeholders needs and strengthen focus on those needs? 

8. What will you do over the next twelve months to set the standard for academic excellence?

9. What will you do over the next twelve months to create personalized, engaging learning experiences? 

10. What will you do over the next twelve months to develop and deliver effective stakeholder-focused education and training? 

11.  What will you do over the next twelve months to engage in a collaborative data-informed learning culture? 

12. What will you do over the next twelve months to optimize the use of our finances, physical and technological infrastructure? 
13. What will you do to develop your leadership development in the college and / or the wider community in the next year?

Is there anything not asked or addressed in this review that you wish to share? 
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