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Performance Review and Development Plan
The Performance Review and Development Plan serves as a formal mechanism for ensuring that all staff understand their individual assignments and receive feedback on how well they are performing their jobs.  This plan helps us all achieve our best performance through planning, coaching, and feedback throughout the performance evaluation year.

In order to create an environment conducive to excellence, supervisors must provide channels of two-way communication at all levels of our organization.  It is the role of every supervisor to ensure that each employee fully understands how he or she should be performing and how that performance helps the college achieve its mission.  Supervisors must provide this ongoing leadership by giving employees honest feedback on their job performance and by encouraging all employees to work together to achieve established institutional goals.

These are the major goals of our performance plan:

· Improve individual and institutional performance by providing appropriate direction and feedback to employees

· Enhance the institution’s performance planning process by establishing accountability for results at the individual level

· Provide the data needed to make and defend human resource decisions, e.g., promotion, retention, or termination

· Maximize employee job satisfaction and performance by creating a positive work environment built on trust, support, and open communication between the employee and the supervisor

Sample forms for self-evaluation, supervisor evaluation, and employee evaluation are all included in this handbook.  You may access the forms at the following url: http://www.pstcc.edu.departments/human_resources/forms.html.

In addition, hard copies are available in Human Resources.

NOTE: Any reference to race, sex, disability, etc. must be avoided.  Ratings must be based strictly on performance.
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Self-Evaluation
(Attachment 1)

· Although this worksheet is voluntary, it offers the employee insight into his/her job performance, understanding of the job, and career goals, as well as the opportunity to share accomplishments and concerns with the supervisor.

· This worksheet should be completed by the employee prior to the annual performance evaluation.

· Once completed, the worksheet should be submitted to the supervisor to allow the supervisor to review prior to the annual evaluation.  

· During the evaluation, the supervisor and employee will discuss the self-evaluation worksheet and any concerns that the employee has addressed.

 Performance Review and Development Plan 
Supervisor Evaluation

(Attachment 2)

· Although this form is voluntary, it is beneficial in determining if the supervisor needs additional training in any area.  

· This form should be completed by the employee and submitted to the next line supervisor who supervises the individual the employee is evaluating.

· In evaluating the supervisor, a check mark should be placed in the appropriate column, e.g., “I”, “M”, or “”N”.  If an “I” is given, the employee must write related comments in the “Comments” section. 

· The next line supervisor will review all of the evaluations received and compile the ratings to share with the supervisor being evaluated.  Once compiled, individual evaluations will be destroyed.  The compiled ratings will be given to the employee being evaluated.
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(Attachment 3)

· Setting Goals and Objectives for Current Period
· First block: Complete Employee Name, Position Title, and Department of employee to be evaluated.  

· Part 1: Reason for Review: For Annual Review, the 12-month review period is April 1 through March 31 or the first day of employment through March 31 if employee begins during the review period.  

· Proceed to 2nd page

· Part 7: Essential Job Functions: The essential functions of the job (taken from the job description) will be listed in this section. 
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(Attachment 3)

· Part 8: Goals/Objectives: Goals and objectives for the current period should be listed in this section.  The Function # will tie back to the essential job function number listed in Part 7.

· Return to page 1, part 4 


· Part 4: Coaching Sessions: Once the essential job functions and goals have been established, both the employee and supervisor will initial and date.  For annual review, the employee and supervisor will meet during July and again in November to review goals and objectives as well as job performance.  Both the employee and supervisor will initial and date the appropriate lines in Part 4.

· Performance Review and Development Plan
(Attachment 3)

· Completing Performance Review and Development Plan for the prior period 


At the beginning of the next year, the employee and supervisor will meet to discuss the prior year’s performance. 

· Part 1: Reason for Review: The Annual Review box should be checked.

· Part 2: Review of Job Description: Both the employee and supervisor will check and initial the blocks.  If the job duties have changed, a revised/proposed job description must be attached for review and approval.   

· Part 3: Definition of Levels of Achievement: The codes listed here should be placed in “Achievement” columns parts 7, 8, and 9. 
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(Attachment 3)

· Part 5: Final Review Signatures: Employee, supervisor, director/dean, and president’s staff member will sign and date the form after evaluation of the past year’s performance. 

· Part 6: Overall Rating: An overall rating (I, M, or N) for the past year’s performance must be placed in this block.

· Part 7: Essential Job Functions: The level of achievement (codes defined above) will be placed in the “Achievement” block.  If an “I” is given, the supervisor must write comments in the “Comments” section.

· Part 8: Goals/Objectives: The level of achievement will be placed in the “Achievement” block.  If an “I” is given, the supervisor must write comments in the “Comments” section.

· Performance Review and Development Plan
(Attachment 3)

· Part 9: Employee Performance and Behaviors: The level of achievement will be placed in the “Achievement” block for each statement. If an “I” is given, the supervisor must write comments in the “Comments” section.

· Part 10: Strengths, Accomplishments, Professional Development Plan, Growth Plan, and Comments: This section is optional and would be completed by supervisor as applicable.  

Note: If the “Growth Plan” section were completed, this would translate to next year’s Goals/Objectives. 

· Performance Review and Development Plan
(Attachment 3)

· Examples

· Strengths: abilities and skills the employee possesses, e.g., good customer service

· Accomplishments: work-related achievements employee has mastered, e.g., passing Certified Professional Secretary (CPS) exam

· Professional Development Plan: seminars, classes, etc. taken to develop professionally, e.g., a seminar on how to deal with difficult people

· Growth Plan: areas in which the employee needs to grow, e.g., improve communication skills

· Comments: specific comments to clarify any achievement rating or factors impacting ratings

· Performance Review and Development Plan
(Attachment 3)

After completion of the document for the prior year’s performance, the employee and supervisor will start a new document for current calendar year, completing Parts 4, 7, and 8.  Once completed, the employee and supervisor will meet again during July and November to review goals and objectives as well as job performance for the current year.  

· Disciplinary Probation and New Hire/ Transfer Probation (refer to pages 4 and 5, “Setting Goals and Objectives for Current Period”)
After completion of the document at the end of ordering the probationary period, the supervisor will check the appropriate box in Part 1, Successful Completion of Probation, Extension of Probation, or Termination of Employment.

Note: See the director of Human Resources regarding steps necessary to recommend extending probation and terminating employment. 
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