Lethbridge College Employee Performance EvaluationPRIVATE 
	EMPLOYEE NAME:
	
	EMPLOYEE S#:
	

	
	
	
	

	JOB TITLE:
	
	POSITION NO.
	

	
	
	
	

	DEPARTMENT:
	
	
	

	
	
	
	

	PERIOD OF EVALUATION:
	From:
	
	To:
	

	
	
	
	

	TIME IN CURRENT POSITION:
	
	TIME WITH THE COLLEGE:
	

	
	
	
	

	EMPLOYEE STATUS:
	(  AUPE
	(  EXCLUDED
	(  ADMINISTRATIVE

	
	
	
	


INSTRUCTIONS TO SUPERVISOR (RATER)

Complete applicable areas, including providing specific examples for employee feedback.  Provide document to employee and discuss with them.  Finalize form and sign, submit to HR.
Part IV, the “Overall Performance” section should reflect the employee’s responsibilities and duties as set forth in the job description, behavioral traits and commitment to college mission, vision, values, and goals.
	DISTRIBUTION 

INSTRUCTIONSPRIVATE 

	1. Return the original form to Human Resources.

2. Maintain one copy for your departmental records.

3. Distribute one copy to the employee.


PRIVATE 
	MARKING

INSTRUCTIONSPRIVATE 

	1. The supervisor should indicate the employee’s performance by checking the box below the rating or highlighting the rating box for the appropriate level of performance.




The following rating scale guide is being provided to assist the evaluator in assigning the most appropriate measurement of the employees’ performance factors and behavioral traits.

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	Description
	Performance needs to be improved for job success.
	Performance occasionally doesn’t meet job requirements.

Areas for improvement are identified.
	Employee competently performs job and is succeeding in their role.
	Employee demonstrates extra initiative at times &/or performs their job above requirements in some areas.
	Employee consistently demonstrates extra initiative &/or performs their job above requirements.


PART I – PERFORMANCE FACTORS

1.
Knowledge, Skills, Abilities – Consider the degree to which the employee exhibits the required level of job knowledge and/or skills to perform the job and this employee’s use of established techniques, materials and equipment as they relate to performance.

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Specific Knowledge, Skills, Abilities for this job include:

•
(list here from PDQ or Job Profile)
•


Comments:


2.
Quality of Work – Does the employee complete assignments meeting quality standards?  Consider accuracy, neatness, thoroughness and adherence to standards and safety rules.

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:


3.
Quantity of Work – Consider the results of this employee’s efforts.  Does the employee demonstrate the ability to manage several responsibilities simultaneously; perform work in a productive and timely manner; meet work schedules?

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:


4.
Work Habits – To what extent does the employee display a positive, cooperative attitude toward work assignments and requirements?  Consider compliance with established work rules and organizational policies.

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:


5.
Communications – Consider job related effectiveness in dealing with others.  Does the employee express ideas clearly both orally and in writing, listen well and respond appropriately?

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:


PART II – BEHAVIORAL TRAITS

1.
Dependability – Consider the amount of time spent directing this employee.  Does the employee monitor projects and exercise follow-through; adhere to time frames; is on time for meetings and appointments; and responds appropriately to instructions and procedures?

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:

2.
Cooperation – How well does the employee work with co-workers and supervisors as a contributing team member?  Does the employee demonstrate consideration of others; maintain rapport with others; help others willingly?
	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:


3.
Initiative – Consider how well the employee seeks and assumes greater responsibility, monitors projects independently, and follows through appropriately.

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:


4.
Adaptability – Consider the ease with which the employee adjusts to any change in duties, procedures, supervisors or work environment.  How well does the employee accept new ideas and approaches to work, respond appropriately to constructive criticism and to suggestions for work improvement?

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:


5.
Judgment – Consider how well the employee effectively analyzes problems, determines appropriate action for solutions, and exhibits timely and decisive action; thinks logically.

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:


6.
Attendance, Punctuality – Consider number of absences, use of annual and sick leave, work arrival and departure, in accordance with College policy.

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:


7.
Demonstrates Values - Supports institutional goals, values and objectives

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:


8.  
Leadership – Leads by example, encourages participation and creativity, shows concern for quality results, motivates others, deals with conflict effectively

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:


9.
Builds Trust - Inspires trust and confidence in relationships with others

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:


10.  
Delegation/Follow-up – Delegates work appropriately, monitors ongoing tasks to ensure adequate resources are available for timely completion.  Recognizes work completed by others

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:

11.
Health & Safety – Works in a safe manner, follows OH&S rules and procedures, reports any unsafe conditions or dangers (that are applicable to their job or their work area(s)).
	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


Comments:
    

PART III – REVIEW SPECIFIC GOALS AND OBJECTIVES (from this year)

Please list goals or objectives set in the past year and evaluate goals.  (attach goals form from last year or other document if necessary)

	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


	PART IV – OVERALL PERFORMANCE

	

	Please use this space to describe the overall performance rating.  The overall rating should be a reflection of the performance factors and behavioral traits from above.

	Rating

Consistently Doesn’t Meet Expectations: Developmental Opportunity

Needs Improvement

Meets Expectations

Occasionally Exceeds Expectations

Consistently Exceeds Expectations

√



	
	
	

	Comments:


	

	
	

	
	

	SIGNATURES

	
	
	
	

	Supervisor:
	
	Date:
	

	
	
	
	

	Out of Scope Supervisor:
	
	Date:
	

	
	
	
	

	I have been advised of my performance ratings.  I have discussed the contents of this review with my supervisor.  My signature does not necessarily imply agreement.  My comments are as follows (optional) (attach additional sheets if necessary):

	

	

	

	
	
	
	

	Signature:
	
	Date:
	


	PART V

TRAINING AND DEVELOPMENT PLANS

	Identify training or on-the-job development which may be needed to improve performance and/or to allow employee to develop his potential or meet future job requirements. (transfer to Training Plan document for PD Committee submission)


SETTING SPECIFIC GOALS AND OBJECTIVES (for next year)

List suggestions for any goals or objectives to be set for next year (to be expanded in SMART Goals form).
· Include any OH&S training required and safety-related goals

Goal Setting Form

Identify the Goal:

Specifics:

What is the purpose and benefits of achieving this goal? (Link to College’s goals?)

Measurables:

Timelines / milestones / steps:

What are some predicted obstacles / challenges: (and plan to overcome them if possible)

What resources are needed to complete this goal?

Who will hold me accountable for this goal?  Who can I go to for assistance?

What are the first steps forward?
Rating Scale for Evaluation:
	Rating
	Consistently Doesn’t Meet Expectations: Developmental Opportunity
	Needs Improvement
	Meets Expectations
	Occasionally Exceeds Expectations
	Consistently Exceeds Expectations

	√
	
	
	
	
	


S.M.A.R.T. Goals





Specific – clear description of the task


Measurable – how will I know I am successful?


Achievable – reasonable likelihood of success with perseverance


Relevance – what makes this important today and in the future


Time-bound – clear timelines of what must be done by when








