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**Note:

1) You must save this document to your computer as a Microsoft Word document before completing the information.  

2) After the document has been saved, tab to shaded areas and provide requested information.
 

Name of Faculty Member:
Last Name First Name 
Middle Name
Position Title:





Position Title 

Department:






Department 

This evaluation system is designed to evaluate the performance of administrative/professional faculty.  It is intended to inform the faculty member of expected job performance, provide information relative to performance achievement, indicate where performance may be improved and document positive or negative performance.


Part A requires the establishment of between three and five major job goals.

Part B is the performance evaluation on the goals established in Part A.  The performance narrative for the past 
year's performance is entered in this section.


Part C establishes and evaluates each applicable performance factor.

	STRICTLY CONFIDENTIAL

	AN EQUAL OPPORTUNITY EMPLOYER


PART A

Identify three to five major goals to be accomplished during the review period.

MAJOR GOALS

List goals.  There should be at least three and not more than five goals.

1.
Goal 1


2.
Goal 2


3.
Goal 3
4.
Goal 4
5.
Goal 5
We agree on the goals described above.

________________________________________













Faculty Member's Signature






Date


________________________________________
 












Supervisor




Date
PART B
PERFORMANCE EVALUATION DISCUSSION

The faculty member should describe in narrative form his/her progress in reaching this goal, including specific activities and actions taken.  The supervisor should comment on the faculty member’s progress.  Any external factors to successfully accomplishing the goal should be noted.

1.
Faculty Member’s Comments:
 



Supervisor’s Comments:


2.
Faculty Member’s Comments:
 



Supervisor’s Comments:




3.
Faculty Member’s Comments:





Supervisor’s Comments:




4.
Faculty Member’s Comments:




Supervisor’s Comments:




5.
Faculty Member’s Comments:





Supervisor’s Comments:





Describe any additional major activities or accomplishments above and beyond on-going performance factors.

Additional Major Activities or Accomplishments
PART C
Identify and evaluate each applicable performance factor.  The supervisor may identify specific elements as performance measures.

	Excellent
	consistently delivers outstanding performance, substantially
exceeding performance standards.

	Very Good
	clearly exceeds performance standards.

	Good
	performs satisfactorily, meeting performance standards.

	Fair
	marginally meets performance standards.  Improvement required.

	Unsatisfactory
	fails to meet performance standards.


PERFORMANCE FACTORS

Communication:

Rating:



General Elements.  Communicates clearly in writing and orally.  Keeps supervisor well-informed of significant issues in his/her area of responsibility.  Provides quality responses to delegated assignments, including information requests and issues raised by the Chancellor, State Board, external agencies and other constituent groups.


Specific Elements. 

_

General:

Rating:



General Elements.  Provides quality staff work in assigned area of responsibility.  Sets priorities among competing assignments.  Accomplishes tasks within established time frames.  Works cooperatively with others and maintains excellent working relationships with colleagues and external constituents.  Represents the VCCS in an exemplary manner.


Specific Elements. 



Leadership Development:

Rating: 


General Elements.  Initiates projects, papers, working groups, meetings in area of expertise.  Takes lead role in identifying trends and issues of importance to the State and colleges.  Keeps relevant constituents informed of developments and issues.  Adheres to policies, procedures, and regulations of the VCCS and encourages and assists others to do the same. 

Specific Elements. 


Managerial:  (if applicable)
Rating:

General Elements.  Sets priorities among competing assignments, provides leadership, guidance and supervision to subordinates.  Works closely with subordinates as members of a team to improve the effectiveness and efficiency of the organization.

Specific Elements. 



Evaluator’s Overall Evaluation






	 FORMCHECKBOX 

	Excellent – consistently delivers outstanding performance, substantially exceeding performance standards.

	 FORMCHECKBOX 

	Very Good – clearly exceeds performance standards.

	 FORMCHECKBOX 

	Good – performs satisfactorily, meeting performance standards.

	 FORMCHECKBOX 

	Fair – marginally meets performance standards.  Improvement required.

	 FORMCHECKBOX 

	Unsatisfactory – fails to meet performance standards.


Evaluator's Overall Comments:
Evaluator's Overall Comments:
Evaluated by:  Name:              Title:           Date: 
Faculty Member's Comments: 

_____________________________________
________________________

Faculty Member's Signature
Date

My signature indicates that I have had an opportunity to review and discuss this evaluation with my supervisor but does not necessarily imply that I agree with it.

1

