Haywood Community College
Annual Performance Review
	Name
	
	Ratings

	Position Title
	
	E
	Consistently exceeds job expectations

	Department
	
	M
	Consistently meets job expectations

	Supervisor
	
	I
	Improvement Needed (work improvement plan required)

	Supervisor’s Title
	
	U
	Unacceptable majority of the time (work improvement plan required)

	Date of Review
	
	NA
	Not applicable (must explain)


	Performance Category
	Rating  
	Rationale

	Job Knowledge - Individual demonstrates  mastery of the job; uses effective methods, procedures, and techniques to do the job.
	
	Examples:

	Quality and Timeliness of Work - Work is consistently accurate and thorough; individual is dependable in meeting work schedules and timeline expectations; completes assignments and duties in accurate and timely manner 
	
	Examples:

	Punctuality and Attendance – Individual demonstrates good attendance and punctuality.
	
	Examples:

	Communication - Individual demonstrates appropriate level of communication skills (oral, written, email, telephone, work orders, etc.)
	
	Examples:

	Information Sharing - Individual communicates with others in a manner that fosters collaboration and shared leadership; shares information and keeps supervisor, subordinates, and others informed of things that impact their work.
	
	Examples:

	Initiative - Individual identifies and addresses needs without being asked; improvises and originates ideas and work methods for continuous improvement.
	
	Examples:

	Judgment - Individual makes sound and realistic decisions; analyzes a problem, defines the issues, weighs alternatives, and arrives at logical conclusions.


	
	Examples:

	Job Interest - Individual shows enthusiasm for job and college; makes effort toward improvement.


	
	Examples:

	Teamwork - Individual works well with others; addresses and resolves issues while maintaining the self-respect of others; assists others with completion of tasks.   
	
	Examples:

	Professional Image – Individual dresses appropriately for the job; interacts with others in a professional manner.
	
	Examples:

	Employee Development – Individual participates in college activities and professional development opportunities.
	
	Examples:

	Student Recruitment and Satisfaction – Individual contributes to the recruitment and satisfaction of students. 
	
	Examples:

	One College –One Community – Individual contributes to achieving college goals and outcome expectations.
	
	


	Performance Category
	Rating  
	Rationale

	For Instructional Positions Only

	Instructional Content – Instructor exhibits mastery of the subject matter; classroom content is well prepared and effective in scope and sequence. 

	
	Examples:

	Teaching Techniques - Instructor uses appropriate and varied teaching methods and technologies.
	
	Examples:

	Flexibility – Instructor is flexible in scheduling and use of facilities as needed to accommodate student demand. 
	
	

	Experiential Learning – Instructor incorporates “real life” experiences into instruction by drawing on the resources of the college and community.
	
	Examples:

	Continuous Improvement – Instructor makes improvements in instruction based on students’ evaluation of instruction and input from the community (advisory committees, employers, transfer universities, public school system, others). 
	
	Examples:

	Student Recruitment and Enrollment – Instructor actively recruits students.
	
	Examples:

	Student Advisement and Support – Instructor promotes student success through advisement, timely and accurate completion of student-related paperwork, maintaining professional contact with students, and referral of students to appropriate support services and college activities. 
	
	Examples:

	Entrepreneurship, Sustainable Development, Creativity/Design – Instructor incorporates elements of entrepreneurship, sustainable development, and/or creativity and design into curriculum. 
	
	Examples:

	For Supervisory Positions Only

	Employee Relations – Supervisor inspires confidence and respect; employees demonstrate high morale.
	
	Examples:

	Employee Development – Supervisor  motivates subordinates to participate in college activities and professional development opportunities. 
	
	Examples:

	Goal Setting – Supervisor effectively leads the strategic planning process; department has well defined mission, strategies, and outcome statements aligned with college goals. 
	
	Examples:

	Continuous Improvement – Supervisor and unit of responsibility successfully uses outcome measurements and input from others to achieve improvement in work processes and relationships. 
	
	Examples:

	Planning and Organizing - Sets priorities for work area and arranges resources accordingly.
	
	Examples:

	Entrepreneurship, Sustainable Development, Creativity/Design – Supervisor successfully leads department in the incorporation of elements of entrepreneurship, sustainable development, and/or creativity and design into work. 
	
	Examples:


	Annual Work Goals/Strategies
	Rating
	Description of Outcomes

	
	
	

	
	
	

	
	
	

	
	
	


	Professional Development 
(List Specific Activities)
	Rating
	Description of Outcomes

	
	
	

	
	
	



	Ratings
	Description
	# Awarded

	E
	Consistently exceeds job expectations
	

	M
	Consistently meets job expectations
	

	I 
	Improvement Needed (work improvement plan required)
	

	U
	Unacceptable majority of the time (work improvement plan required)
	

	NA
	Not applicable 
	


	 Work Improvement Plan (Required for Items with “I” or “U” Rating)

List Areas Requiring Improvement
	Check if also Noted on Previous Performance Review(s) (Specify Dates)


	Strategies and Timeline for Improvement

	
	
	

	
	
	

	
	
	

	
	
	


	Your signature indicates that this review was discussed with you.  You are entitled to submit written comments to be attached to the review, and you may also request to appeal this review to the next administrative level for review.

	Employee’s Signature
	Do you request to discuss this review with the next administrative level?
	Date of Review

	Immediate Supervisor’s Signature
	Title
	Date Signed

	Reviewing Official’s Signature
	Title
	Date Signed

	Date received by HR Office
	Date of Appeal (if applicable)
	


SUMMARY of RATINGS








