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SOUTHWESTERN OREGON COMMUNITY COLLEGE

EMPLOYEE PROCESS EVALUATION
	Employee Name:
	Job Title:
	Department:

	Date of Hire (in current position):
	Date of last evaluation:
	Date of this evaluation:

	Supervisor’s Name:
	Evaluation Period:

From:                                        To:
	Type of Evaluation:

Annual_____  Probationary____ 

Other  _____

	Supervisor’s Signature (also sign back page):
	VP/Dean’s Signature:
	Date Received in HR:


The purpose of this performance process evaluation is to serve as documentation of employee performance, as well as to clarify and/or establish agreed upon job responsibilities and related job goals and annual employee objectives for the current and future evaluation periods.  The evaluation process is to be initiated by the supervisor in accordance with established time lines developed by the Department of Human Resources. 


COMPLETION OF INDIVIDUAL PERFORMANCE GOALS
In this section, the SUPERVISOR AND EMPLOYEE identify and agree on performance goals that support the departments and organizational goals.  This section should link the college’s overall business goals and strategic plan.  This section is an indication of how their work contributes to the college’s success.  The supervisor should use the comments section to discuss with the employee about progress and changes made to goals or new priorities. 
	
	Individual Goal set last year
	Result Achieved:
	COMMENTS:

	
	
	Meets Expectations
	Needs Improvement
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	


Additional pages may be submitted as needed.

ANNUAL OBJECTIVES/GOALS
This section should be used to record and assess goal attainment in addition to performance of general work assignments for the next Individual Performance Planning.

This section is to be used as a combination development plan and/or assessment tool.  Objectives are generally planned at the beginning of the performance period and listed on this form.  This list will then be used as an assessment tool at the end of the performance period. Performance objectives may carry over from one year to the next.  Goals should be written in a specific, measurable, attainable, realistic and time oriented manner.  Goals should include at least one opportunity for learning outside of normal job duties.
	ANNUAL OBJECTIVE
	START DATE
	END DATE
	REVIEW DATE (S)
	ASSESSMENT

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	

	7.
	
	
	
	


NOTE: Employees who receive release time for taking classes toward earning a degree should have earning the degree listed as an objective on this evaluation.

PROFESSIONAL DEVELOPMENT GOALS FOR NEXT YEAR

Goals should be written in a specific, measurable, attainable, agreed upon, realistic and time oriented manner.  Goals should include at least one opportunity for learning outside of normal job duties.  Employee should share training or educational opportunities he/she would like to pursue in the coming year.
	DEVELOPMENT GOALS PLANNED FOR 

NEXT YEAR
	RANK GOAL IN ORDER OF PRIORITY

	
	

	
	

	
	


Additional pages may be submitted as needed.

COMMENTS

SUPERVISOR COMMENTS:

The EMPLOYEE COMMENTS section is to be used by the employee to provide feedback about the performance evaluation to the evaluator(s).  Comments may address areas of agreement or disagreement, focus on specific commentary, the performance evaluation process, areas of concern, etc.  Employees may choose to write “no comment”.
EMPLOYEE COMMENTS:

SIGNATURES:  

By signing this evaluation, I certify that it has been discussed with me and that my supervisor and I have reviewed my job description and the evaluation form.  I understand that my signature does not necessarily indicate agreement; but, rather, that I have participated in the discussion and have read and understand the evaluation’s content.    

Employee’s Signature:____________________________________    
Date:____________________________________

By signing this evaluation, I certify that the information contained in this evaluation is an honest and objective reflection of the performance of the employee.

Supervisor’s Signature:____________________________________    
Date:____________________________________

ckh  12/2007
 Southwestern Oregon Community College is an Equal Opportunity Educator and Employer

It is the policy of the Southwestern Oregon Community College Board of Education that there will be no discrimination or harassment on the grounds of race, color, gender, marital status, sexual orientation, religion, national origin, age, political affiliation, parental status, veteran status or disability in any educational programs, activities or employment. Persons having questions about equal opportunity and nondiscrimination should contact the Vice President of Administrative Services in Tioga 512. Phone 541-888-7206 or TDD 541-888-7368.  All other issues, concerns, and complaints should also be directed to the Vice President of Administrative Services for referral to the appropriate administrator.











