PASSAIC COUNTY COMMUNITY COLLEGE

SUPPORTIVE STAFF EVALUATION REPORT 
NAME:       




TITLE:       

DEPARTMENT:      


EVAL. PERIOD:       to       

EVALUATOR/TITLE:       

PERFORMANCE FACTORS
1=Unacceptable        2=Acceptable        3=Effective        4=Commendable        5=Outstanding
Please rate performance on a scale of 1 to 5 

 FORMDROPDOWN 
 



Knowledge of Job

 FORMDROPDOWN 




Problem Solving
 FORMDROPDOWN 
 



Quality of Work

 FORMDROPDOWN 




Quantity of Work
 FORMDROPDOWN 
 



Initiative/Creativity
 FORMDROPDOWN 




Teamwork/Cooperation
 FORMDROPDOWN 
 



Attitude


 FORMDROPDOWN 




Professional Conduct
 FORMDROPDOWN 




Following Instructions
 FORMDROPDOWN 




Attendance
 FORMDROPDOWN 
 



Punctuality


 FORMDROPDOWN 




Overall Rating

Performance Factor Comments

     












(1)


Employee Strengths:      



Areas Needing Improvement:       




JOB TARGET EVALUATION
 FORMDROPDOWN 
 



Job Target #1 

Comments:      
 FORMDROPDOWN 
 



Job Target #2 

Comments:      
 FORMDROPDOWN 
 



Job Target #3 

Comments:      
EMPLOYEE COMMENTS
     






Evaluator Signature:        





Date:
      
Employee Signature:      
 




Date:       
*Signature means only that the person being evaluated has had an opportunity to discuss this evaluation and has received a copy. It does not mean agreement. 



Vice President or Dean’s Signature:       





Date:      


(2)
Supportive Staff Evaluation Report

NAME:      






TITLE:       

DEPARTMENT:      




EVAL. PERIOD:       to      
EVALUATOR/TITLE:       

Job Target Guidelines
· Job Targets should be limited in number so that a person can be reasonably expected to
complete the assignment. 

· Job Targets must be written in clear specific language, so that performance can be measured. Please feel free to ask for advice/help from the Human Resources Dept. 

· Department managers should be prepared to supply the resources a staff member may need
to complete a Job Target successfully. 

PRE-EVALUATION CONFERENCE
 JOB TARGETS
Each supervisor will meet early in the evaluation period to establish job targets with the employee
and objectives to reach them. 

Job Target #1
      




Job Target #2
      





The Job Targets listed above have been mutually established by employee and supervisor. Progress will be assessed at an Interim Evaluation Conference on 

Employee's Signature:       






Date:       
Evaluator's Signature:        






Date:       
(3)
Definitions for Ratings

#1 Unacceptable -
Does not meet the standards for the performance factor over the course of the
annual evaluation period. The performance is inadequate. (Immediate improvement is required). 

#2 Acceptable -
Meets the basic standards required for performance factor over the course of
the annual evaluation period.


#3 Effective -
Consistently satisfies the standards required for the performance factor and
in a minority of instances exceeds the particular performance factor. Generally
reliable in meeting the objectives set forth by the supervisor.
 

#4 Commendable -
Consistently satisfies the standards required for the performance factor and in the majority of instances exceeds the standards for the particular performance
factor. In the majority of instances meets the objectives set forth by the supervisor.
 

#5 Outstanding -
Always reaches the highest standards of excellence in the particular
performance factor. Of a caliber of rare excellence. 

EVALUATION CYCLE 


The evaluation period is from July 1st through June 30th.

(4)
