BCCPSA PERFORMANCE EVALUATIONS
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August 2006
A regular employee shall be evaluated at least once per year normally not later than June 30th. 

The primary purpose of evaluation is to assess the quality of an individual’s performance through open and honest dialog between the supervisor and the employee and to offer remedies if necessary to improve performance. It is an opportunity to create and discuss plans through an exchange of ideas for the professional growth and development of the employee.

The immediate supervisor of the individual being rated will have the primary responsibility for evaluation of the performance related to the functional responsibilities delineated in the job description for the title occupied by the employee.

Performance evaluations shall be recorded on the form below and a copy shall be filed in the personnel folder of each employee. Provision shall be made for the attachment of comments by the employee.

The individual being evaluated will be permitted to review the evaluation. Within a reasonable time a personal conference will be conducted to discuss the evaluation. The evaluator shall request that the employee sign the evaluation to evidence the employee has seen the evaluation, such signature shall not indicate acceptance by the employee of the evaluation. If the employee does not sign the evaluation, the evaluation shall be placed in the employee’s file. The employee will be provided with written notice that the evaluation has been placed in the

employee’s file.

A regular employee whose documented performance is not acceptable may be placed on probation by the College for a period not to exceed ninety (90) days. During the period of probation, the regular employee shall be paid at the rate in effect at the date of the evaluation, notwithstanding other provisions contained in this Agreement.

If, at the expiration of that period, the performance is not acceptable, the employee may be terminated.

1.  Job Skills and Knowledge of Work


This element measures the skills and knowledge that are demonstrated by the employee to successfully complete the essential functions of the job.  It measures the understanding of the job and the amount of supervision required for the employee to complete job tasks.

	PRIVATE 
Does Not Meet Standards
Lacks job skills or knowledge to perform required essential job functions.  Must be closely supervised and given frequent direction to accomplish tasks.


	Meets Standards
Demonstrates the job skills and knowledge required to perform the essential job functions.  Normal supervision and assistance is required.
	Exceeds Standards
Very well informed on all aspects of the job. Displays competence and knowledge in all job requirements.  Seldom needs help.  Requires minimum supervision.




2.   Quality, Follow-up and Control of Work

Quality, Follow-up and Control of Work measures the ability to produce quality output, meet deadlines and control the work in process.   It measures the speed, accuracy, and consistency of work output that minimizes the need to rework and correction of errors.  The control of work relates to the efficient use of time and resources (equipment) and is essential to productivity (completion of tasks in a timely and efficient manner).   

	PRIVATE 
Does Not Meet Standards
Fails to meet quality standards of the job.  Lower output may impact others who must assume additional workload to meet department objectives.   Makes frequent errors that require rework and excessive time and effort to correct.  Poor work habits results in loss of productivity and control of workflow. Requires excessive supervision to ensure that work is completed and that it is correct.
	 Meets Standards
Meets quality and production standards of the job.  Output is consistent with department objectives and expectations.  Quality of work is satisfactory with minimal errors.  If errors are made, supervisors are promptly advised and corrective action is taken to minimize impact to the department and customers.  Work efforts contribute to the overall success of the department.  Normal supervision is required.
	 Exceeds Standards
Exceeds quality and production standards in all aspects of the job. Quality of work is excellent with very few errors.  Little or no corrective actions are required in the delivery of the work product.  Self-starter who requires little supervision to accomplish tasks.  Keeps supervisors informed of problems and suggests solutions based on experience and knowledge.


3.    
Cooperativeness, Teamwork & Interpersonal Relationships 

This criteria considers how well the employee gets along with other individuals in the performance of job duties.  It measures the effectiveness of relationships with co-workers, supervisors and the college community.  It measures the employee's courtesy, tact and cooperativeness in dealing with others.  How well does the employee demonstrate teamwork?  How often does the employee volunteer to help others when workload peaks fall on co-workers?

	 PRIVATE 
Does Not Meet Standards

Little tact or courtesy in dealing with others.  Fails to demonstrate teamwork or recognize the necessity of team efforts to accomplish department tasks.  Little concern for customers or other employees of the college.


	Meets Standards
 Cooperates with others to accomplish tasks and  demonstrates team concept.  Shows a high regard for customers and seeks to satisfy their needs.  Helpful and cooperative in carrying out department tasks.
	Exceeds Standards
Seeks opportunities to help co-workers and customers solve problems.  Demonstrates team cooperation in situations requiring a group effort to accomplish department tasks.  Volunteers to help co-workers in peak workload situations.  Always cooperative and willing to work with others to carry out department tasks.


4.
Planning & Flexibility


Plans work to avoid quality and deadline problems.  Uses time efficiently to avoid rushing to meet completion times and dates.  Demonstrates flexibility in using new or different approaches to solve department problems.  Willing to learn new processes and procedures or automated techniques to enhance department efficiency and productivity.


	PRIVATE 
Does Not Meet Standards
Does not plan work or pay attention to priorities.  Slips deadlines and offers excuses to why work is not completed.  Unwilling to try new methods or processes.
	Meets Standards
Uses time effectively and plans work to avoid missing deadlines.  Completes work and assignments without supervisor having to remind employee of due dates.  Willing to use new ideas, procedures and be trained to enhance efficiency.
	Exceeds Standards
Plans and schedules work to be ahead of deadlines.  Offers suggestions to help improve department efficiency.  Seeks new methods and seeks opportunities to improve personal skills.




5.
Dependability - Attendance, Leaves & Punctuality


Demonstrates the proper attitude for attendance and punctuality.  Completes time exception reports accurately and promptly.   Submits leave requests in accordance with College guidelines.

	PRIVATE 
Does Not Meet Standards
Unexplained absenteeism and/or tardiness.  Fails to inform the supervisor of absences or lateness.  Does not complete time exception reports in a timely or accurate manner.
	Meets Standards
Advises supervisor of all absences or lateness situations.  Prepares and submits proper and timely time exception reports.  Advises supervisor in advance of anticipated leaves.
	Exceeds Standards
Little or no unapproved leave or tardiness.  Advises supervisor of all absences and prepares time exception reports on an accurate and timely basis.

Plans and notifies supervisor in advance of personal days, vacation days, or leaves.


6.
Safety, Housekeeping & Care of Equipment

This measures the concern of the employee for his/her own safety and the safety of others, the care and proper use of equipment and other assets of the College, and the maintenance of a safe work area. 

	PRIVATE 
Does Not Meet Standards
Shows little concern for the safety of self or others.  Ignores department safety procedures.  Demonstrates lack of interest and initiative to keep work areas safe.  Shows little concern for equipment and assets of the college.  Uses college equipment without care or proper handling.  Looses time due to excessive accidents and carelessness.
	Meets Standards
Adheres to all departmental safety standards. Brings unsafe conditions to the attention of the supervisor.  Keeps workplace in a safe and professional manner.  Uses college equipment with care and consideration.

Advises supervisor of broken equipment or equipment in need of maintenance.


	Exceeds Standards
Offers recommendations to improve safety of conditions or work procedures.  Anticipates problems and calls them to the supervisors attention.  Keeps workplace in a clean, safe and professional manner.  Uses college equipment with care.
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The purpose of this form is to provide a written record for the employee and his/her supervisor.  Supervisors are urged to be frank in their evaluation for the benefit of the employee and for the accuracy of the appraisal record.
	PRIVATE 
Name:  
	Date:  

	Title:  
	Dept.  


Section I.   Individual Criteria  Please check the appropriate evaluation for each of the following criteria.

	Criteria

1.  Job Skills and Knowledge of Work

2.  Quality, Follow-up and Control of 

      Work

3.  Cooperation, Teamwork and 

      Interpersonal Relationships

4.   Planning and Flexibility

5.  Dependability - Attendance, Leaves 

     and Punctuality

6.  Safety, Housekeeping and Care of 

     Equipment
	Does Not Meet Standards

________

________

________

________

________

________


	Meets Standards

________

________

________

________

________

________
	Exceeds Standards

________

________

________

________

________

________




Section II.   Comments on Overall Performance   (To be completed by the supervisor)  Comment on the employee's strengths and weaknesses and give specific examples wherever possible.  Provide recommendations for continuing training, development and improvement.  Factors that you should consider are those criteria listed in Section I.

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

Overall Evaluation: 

	   ____Does Not Meet Standards 


	    ____Meets Standards 
	    ____Exceeds Standards 


Employee Comments - Optional.  Employees may comment on the evaluation if they choose to do so.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	PRIVATE 
Employee Signature:
	Date:


Note:  Your signature only indicates that you have read and discussed the appraisal with your supervisor.
	SupervisorPRIVATE 
 Signature:
	Date:


3-13-09
