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Self Evaluation Documentation
	Employee’s Name
	     
	Employee’s Title:  
	     


The Self Evaluation Documentation is an integral part of Craven Community College’s Performance Management Program.  The purpose of the Employee Appraisal process is to ensure a high standard of work performance for every employee and to foster communication between supervisors and employees with a clear statement of performance expectations and a workable performance plan.  This Self Evaluation Documentation is your chance to outline those areas where you feel you are an Exceptional Contributor.  It is also an opportunity for you to outline concerns regarding any impediments that prevent you from achieving an Exceptional Contributor level.   The Self Evaluation Documentation is also a tool for you to outline areas of growth that you would like to achieve.

Below are the Performance Ratings that will be used during your Employee Appraisal

	Exceptional Contributor

· Exceeds core responsibilities and measures and consistently goes above and beyond the expected. The work is characterized by exemplary accomplishments throughout the appraisal period. 

Meets Expectation
· Meets core responsibilities and measures and occasionally goes above and beyond the expected. The work meets the basic criteria of the job function.
Collaborative Action Plan

· Does not meet core responsibilities and measures and falls below the expected. Employee’s work fails to meet the basic criteria of the job function. 

Collaborative Action Plan Terms

· Improvement period of no less than 30 days and no more than 180 days 

· Developed by both the supervisor and employee, or by the supervisor only 


If you believe you Meet Expectation, you do not need to comment on an area.  The Employee Appraisal is broken down into four (4) sections.  Document any areas in which you feel you have achieved the level of Exceptional Contributor.  Also include any information outlining any areas that you feel you need additional training or assistance, or if there are impediments to performing your job at expected levels.   

Part I: Institutional Commitment











I. Compliance/Trust











	Exceptional Contributor: Follows and encourages others to follow institutional and departmental policies; recommends policies and/or procedural changes for the betterment of the college; or helps revise and/or write policies as necessary

	Meets Expectation: Follows institutional policies and procedures

	Action Plan:  Does not follow institutional policies and procedures (multiple or major violations of institutional policy) 


II. Institutional Representation 







_____________

	Exceptional Contributor:  Openly demonstrates a high level of personal and/or professional commitment to the institution (promotes the college beyond the scope of the job) 

	Meets Expectation: Demonstrates personal and/or professional commitment to Craven Community College (promotes the college)  

	Action Plan: Does not demonstrate a personal and/or professional commitment to the institution (does not promote the college)


III. Attendance












	Exceptional Contributor:  Attendance exceeds job requirement

	Meets Expectation:  Attendance meets job requirement (rarely late or absent)

	Action Plan: Attendance does not meet job requirement (multiple or major violations of attendance policy)


IV. Responsibility












	Exceptional Contributor: Consistently and willingly accepts additional responsibilities within the department 

	Meets Expectation:  Fulfills responsibilities as assigned

	Action Plan:  Does not fulfill responsibilities within the unit


V. Efficiency 












	Exceptional Contributor: Creates innovative ways to use time, money, technology and/or other resources responsibly, efficiently and for the benefit of the institution, its students and its community

	Meets Expectation: Uses time, money, technology, personnel and/or other resources responsibly, efficiently and for the benefit of the institution, its students and its community

	Action Plan:  Does not use time, money, technology and/or other resources responsibly, efficiently and for the benefit of the institution its students and its community


Institutional Commitment Comments: 
	     


Part II:  Personal Attributes












VI. Work Relationships & Behavior










	Exceptional Contributor: Excels in effective interpersonal skills and is a positive influence on others

	Meets Expectation:  Establishes effective working relationships and works well as a member of the college community

	Action Plan: Does not establish effective working relationships and/or work well as a member of the college community


VII. Communication












	Exceptional Contributor:  Demonstrates and promotes excellent written and oral communication skills;  respectfully listens, clearly responds, and promptly provides feedback

	Meets Expectation:  Uses effective written and oral communication techniques

	Action Plan:  Demonstrates poor communication skills (e.g. lacks appropriate written and oral communication skills)


VIII. Customer Service


_______________







	Exceptional Contributor:  Exemplifies respect and understanding and consistently acts with employee and student needs in mind

	Meets Expectation:  Demonstrates respect and understanding, displays concern for student and employee needs, and attempts to assist

	Action Plan:  Does not demonstrate respect, understanding, nor concern for student and employee needs; does not attempt to assist


IX. Professional Image











	Exceptional Contributor: Sets an example for others in projecting a professional image in dress, communication and mannerism 

	Meets Expectation:  Regularly projects a professional image in dress, communication and mannerism  (in compliance with college’s policies)

	Action Plan: Does not project a professional image in dress, communication and mannerism  (violates college’s policies)


X. Self-Improvement











	Exceptional Contributor:  Consistently improves professional knowledge and skill above those required

	Meets Expectation:  Obtains skill development as appropriate 

	Action Plan:  Does not attend recommended and/or mandatory training or meet professional goals; fails to stay current in field of study


Personal Attributes Comments: 

	     


Part III:  Judgment       
___________________________








XI. Problem Solving











	Exceptional Contributor: Excels at analyzing complex problems and arriving at well-planned solutions ready for implementation

	Meets Expectation:  Analyzes problems and arrives at well-planned solutions ready for implementation

	Action Plan:  Unable to identify problems and/or appropriate solutions; ignores/overlooks problems


XII. Decision Making/Critical Thinking









	Exceptional Contributor:  Clearly and consistently demonstrates advanced ability to use critical thinking skills to arrive at decisions that lead to desired outcomes

	Meets Expectation:  Demonstrates an acceptable ability to analyze situations and to make appropriate decisions that lead to desired outcomes

	Action Plan: Acts without considering the consequences of actions; makes inappropriate decisions


XIII. Environment and Safety











	Exceptional Contributor: Promotes workplace safety; monitors safety performance; initiates corrective action

	Meets Expectation: Demonstrates safe working practices in daily job duties; promptly reports hazards or safety concerns

	Action Plan: Fails to follow current safety practices and techniques


XIV. Need for Supervision











	Exceptional Contributor: Needs no supervision; capable of handling all assignments/situations; follows management as needed

	Meets Expectation: Needs minimal supervision; can be counted on to complete assignments as expected

	Action Plan: Requires continued supervision; needs frequent reminders to complete tasks


XV. Security/Confidentiality











	Exceptional Contributor: Initiates and demonstrates ways to protect student and employee information; encourages others to secure sensitive information

	Meets Expectation:  Protects and secures confidential information in compliance with confidentiality laws; can be trusted to keep matters confidential

	Action Plan: Reviews student and/or employee records inappropriately and/or shares information with others


Judgment Comments: 

	     


Part IV:  Position Specific Appraisal Areas










XVI. Position Specific  -       
	Exceptional Contributor:       

	Meets Expectation:       

	Action Plan:       


XVII. Position Specific   -      
	Exceptional Contributor:       

	Meets Expectation:       

	Action Plan:       


XVIII. Position Specific  -      
	Exceptional Contributor:       

	Meets Expectation:       

	Action Plan:       


XIX. Position Specific  -      
	Exceptional Contributor:       

	Meets Expectation:       

	Action Plan:       


XX. Position Specific  -      
	Exceptional Contributor:       

	Meets Expectation:       

	Action Plan:       


Position Specific Appraisal Areas Comments: 

	     


Please include below any additional comments that you feel are relevant to your evaluation or any areas of growth you would like to achieve.
	     


	     
	
	
	
	

	Employee’s Printed Name
	
	Signature
	
	Date


1

