











ATTACHMENT 3

Pellissippi State Technical Community College

Performance Review and Development Plan

    Employee:  
     
     Department:  
     

Position Title:
     
Review Period:
April – March 



Part 1:  Reason for Review  (Please check one)

 FORMCHECKBOX 
 Annual

     Review
               FORMCHECKBOX 
 Disciplinary  Probation                                  FORMCHECKBOX 
 New Hire/Transfer Probation
Supervisor Recommends:  FORMCHECKBOX 
 Successful Completion of  Probation    FORMCHECKBOX 
 Extension of Probation    FORMCHECKBOX 
 Termination of Employment



Part 2:  Review of Job Description  (Please check and initial)

Employee        Initials
Supervisor        Initials


      FORMCHECKBOX 
          __________
       FORMCHECKBOX 
          __________
The employee’s job description has been reviewed.

      FORMCHECKBOX 
         __________
       FORMCHECKBOX 
          __________
The job description is accurate or a proposed job description is attached.



Part 3:  Definition of Levels of Achievement

Improvement Needed          

Meets Requirements

Not Applicable
        ( I )          

        (M)

        (N)
--  Performs at minimum level; improvement necessary.

--  Consistently meets job requirements.

--  Does not apply to the position being evaluated.



Part 4:  Goals Established / Coaching Sessions

Goals Established


July Coaching Session


November Coaching Session

(Employee Initials / Date)
(Employee Initials / Date)
(Employee Initials / Date)





(Supervisor Initials / Date)
(Supervisor Initials / Date)
(Supervisor Initials / Date)



Part 5:  Final Review Signatures
Part 6:  Overall Rating

I have completed an interview to discuss the overall performance results with my supervisor.  My signature does not necessarily signify agreement with the results.







(Employee Signature)

(Date)







(Supervisor Signature)

(Date)







(President’s Staff Signature)

(Date)


Improvement Needed                    

Meets Requirements

Not Applicable
   ( I )          

   (M)

   (N)
--  Performs at minimum level; improvement necessary.

--  Consistently meets job requirements.

--  Does not apply to the position being evaluated.

Part 7:  Essential Job Functions (From Job Description)
Achievement
Comments

(1)
   %
     
     
     

(2)
   %
     
     
     

(3)
   %
     
     
     

(4)
   %
     
     
     

(5)
   %
     
     
     

(6)
   %
     
     
     

(7)
   %
     
     
     

(8)
   %
     
     
     

(9)
   %
     
     
     

(10)
   %
     
     
     

Part 8:  Goals / Objectives
Function #
Achievement
Comments

(1)
     
     
     
     

(2)
     
     
     
     

(3)
     
     
     
     

(4)
     
     
     
     

(5)
     
     
     
     

(6)
     
     
     
     

(7)
     
     
     
     

(8)
     
     
     
     

(9)
     
     
     
     

I = Improvement Needed
             M = Meets Requirements                 
N = Not Applicable

Part 9:  Employee Performance and Behaviors

Organizational Support
Achievement
Comments

Adheres to college and departmental policies and procedures
     
     

Demonstrates positive commitment to goals of department and college
     
     

Actively supports and assumes responsibility for college efforts in the area of affirmative action / equal employment opportunity
     
     

Communication
Achievement
Comments

Effectively communicates with others to ensure understanding through listening, oral, and written communication
     
     

Interacts effectively with individuals and groups; demonstrates tact and respect for others
     
     

Shares needed information in a timely fashion
     
     

Teamwork
Achievement
Comments

Respects and cooperates with all college employees, students, and other associates
     
     

Assumes responsibilities  
     
     

Minimizes blame of others
     
     

Professionalism
Achievement
Comments

Exhibits positive attitude
     
     

Dresses appropriately for the position
     
     

Shows good reasoning and problem-solving skills
     
     

Follows instructions in a conscientious / consistent manner
     
     

Addresses customer needs courteously, professionally, and efficiently
     
     

Plans ahead, schedules time wisely, and establishes priorities
     
     

Proposes ideas or finds new / better ways of doing things
     
     

Properly and safely uses college equipment and property
     
     

Meets attendance and punctuality expectations
     
     

Completes assignments in timely, neat, and accurate way
     
     

Effectively performs tasks with little or no supervision
     
     

Stays current in job-relevant knowledge and skills; seeks opportunities to improve self and work performed
     
     

Leadership / Management
Achievement
Comments

Effectively manages budgets, supplies, or other applicable resources
     
     

Exhibits conflict-resolution skills in order to foster effective working relationships
     
     

Effectively plans and organizes group tasks
     
     

Inspires respect, confidence, teamwork, and commitment
     
     

Effectively delegates; ensures that employees are clearly and properly directed
     
     

Analyzes situations; evaluates alternative courses of action and acts decisively
     
     



PART 10: THE FOLLOWING CATEGORIES ARE OPTIONAL AND SHOULD BE COMPLETED                                                                                                                              

                  BY THE SUPERVISOR, AS APPLICABLE

A.  Strengths

     

B.  Accomplishments

     

C.  Professional Development Plan

     

D.  Growth Plan  (If needed, supervisor writes specific concerns and improvements required)
     

E.  Comments

     










