          [image: image1.jpg]MCLA

MASSACHUSETT





Non-Unit Employee Performance Evaluation Form
Administrator: ______________________________
Supervisor: ________________________________
Title: _____________________________________

Title: _____________________________________
Department: _______________________________

Review Period:  From __________ to ___________

The goals of the evaluation are to assess the employee’s effectiveness in performing job responsibilities and to enhance their ability to advance the mission of MCLA.  A key element is the mutual establishment of goals, within the context of the job description, between the employee and his or her immediate supervisor.  

Section 1. Evaluation of professional skills:  Please attach a separate page of narrative comments addressing the employee’s performance in the areas listed below.  The definitions are provided as guidelines and are not intended to be an exhaustive list.
A. Leadership
For NUP leadership positions.  The extent to which the administrator exercises sound judgment, sets a positive example for others, and maintains high ethical standards.

B. Administrative
Planning, organizing, coordinating and problem solving within assigned duties.
Functioning
For NUP leadership positions, may include quality of supervisory performance in such areas as subordinate selection, training, development, unit productivity and contribution to MCLA’s mission and goals, diversity and quality of work life.

C. Accomplishment
The extent to which the employee fulfilled the duties and responsibilities of the job,

     Specific Goals
and any additional specific performance objectives, as demonstrated in terms of:

     And Job

1.  Quality and accuracy of the work produced
     Responsibilities
2.  Timeliness in relation to expected or established schedules
3. Effectiveness in working and communicating with others in the college community

4. Completion of tasks within budget
5. Level of productivity
6. Relevance to college mission/goals
D. Professional
The employee’s level of competence and capability within his/her area of assignment,

     Expertise/

as noted along the following dimensions:

     Development
1.   Degree of technical expertise/knowledge demonstrated
2. Application of technical expertise/knowledge to operating duties and problems
3. Participation in professional association(s)
4. Continuing education and demonstration of scholarship (if applicable)
5. Problem solving that produces creative, innovative and workable solutions
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Section II. Identification of goals and professional development for the coming year:
1. Attach annual goals and professional development for the next evaluation period.
2. Attach an updated job description signed by both the employee and their supervisor.
Section III. Chief Administrative Officer of Area’s Assignment of Overall Performance Rating:
	OVERALL RATING FOR THE PERFORMANCE EVALUATION

	
EXCEPTIONAL


	
EXCEEDS EXPECTATIONS


	
MEETS EXPECTATIONS FULLY / SOLID PERFORMANCE


	
NEEDS IMPROVEMENT


	
CONSISTENTLY BELOW EXPECTATIONS



	Far exceeded performance expectations due to exceptionally high quality of work performed in all essential areas of responsibility, resulting in an overall quality of work that was superior, AND either 1) included the completion of a major project, or 2) made an exceptional contribution in support of unit, department, or institutional objectives. This rating is intended to be given infrequently.

Please include explanation.
	Consistently exceeded performance expectations in most essential areas of responsibility, and the quality of work overall was excellent.
	Consistently met performance expectations in essential areas of responsibility, at times possibly exceeding expectations, and the quality of work overall was very good.
	Did not consistently meet performance expectations in one or more essential areas of responsibility. A plan to address the performance issue is outlined below (or attached), if deemed necessary, including timelines, and monitored to measure progress.
	Performance was unsatisfactory and consistently below expectations in most essential areas of responsibility. Significant improvement is needed in one or more essential areas. A detailed description of the performance issues and a professional development plan to correct the performance is attached, including timelines, and monitored to measure progress.

	ADDITIONAL RECOMMENDATIONS & COMMENTS
(Attach additional signed and dated pages if necessary

	 


Page 2
	

EMPLOYEE COMMENTS

	


__________________________________________



 ________________

Signature of Non-Unit Employee






 Date

_________________________________________



             ________________

Signature of Supervisor







 Date 

__________________________________________



 ________________

Signature of Chief Administrative Officer





 Date

__________________________________________



 ________________

Signature of President







 Date
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