CONNECTICUT COMMUNITY COLLEGES

MANAGEMENT PERFORMANCE PLANNING EVALUATION PROCESS

ANNUAL MANAGEMENT EVALUATION FORM

(revised October 2000)

Name: 

Position title: 

Period covered by this evaluation:  
Evaluation prepared by:   
SECTION I

Assessment of Performance Expectations

List, in order of priority, the principal performance expectations the incumbent planned to accomplish during the year.  Then summarize what was achieved, incorporating input from others, as appropriate.  In summarizing achievement of objectives, assess the performance using the following standards:

· Exceeded performance requirements
· Met performance requirements
· Failed to meet performance requirements
Performance Objective #1 and Summary:  
Employee Summary: 

Performance Objective #2 and Summary:  
Employee Summary:  
Performance Objective #3 and Summary:  
Employee Summary:  
Performance Objective #4 and Summary:  
Employee Summary:  
Performance Objective #5 and Summary:  
Employee Summary:   
Performance Objective #6 and Summary:  
Employee Summary:  
Performance Objective #7 and Summary:
Employee Summary:  
Performance Objective # 8 and Summary
Employee Summary:  
SECTION II

Values, Knowledge and Skills Assessment
Section II to be completed in each of the first three years of a supervisee’s evaluations.  Supervisor’s option to have Section II (all or in part) completed in subsequent years.

A. Job Knowledge
Assess the depth and breadth of knowledge the incumbent has acquired and applied in the performance of his/her assignment.  Consider how aggressively the incumbent seeks pertinent new information and shares his/her knowledge with others.  Does he/she effectively understand and use information systems and other technologies that enhance job performance?

Strengths:

Opportunities for improvement:

B. Customer Satisfaction
Assess the incumbent’s knowledge of customers’ needs.  Does he/she take a proactive stance in exceeding customer needs?  Is there ongoing, cooperative communication, including definition of customer needs and requirements and measurement of performance against those needs and requirements?

Strengths:

Opportunities for improvement:

C. People Management and Relationships
Assess the incumbent’s effectiveness in influencing, mentoring and coaching.  Does he/she establish and communicate performance expectations and accountabilities?  Does the incumbent show respect for, listen to and involve others in making decisions?  Does the incumbent resolve conflict constructively?  Is he/she an effective team player and supportive of team decisions?  If the incumbent has supervisory responsibilities, does he/she effectively help subordinates grow and develop in their jobs and careers?  Does he/she communicate standards and expectations and provide feedback?

Strengths:

Opportunities for improvement:

D. Leadership
Assess the incumbent’s ability to provide effective leadership in his/her operation.  Does the incumbent articulate a clear sense of purpose and direction?  Does he/she integrate his/her responsibilities with those of the System, College and his/her subordinates?  Does he/she challenge the status quo and pursue continuous improvement in everything he/she does?  Does he/she inspire and motivate others?  Are accomplishments recognized and celebrated?  Does the incumbent demand the best from self and others?  If he/she able to make tough decisions?  Are decisions made in a timely manner?  Does the incumbent work collaboratively with others in the system?  Does the incumbent provide leadership for system activities?

Strengths:

Opportunities for improvement:

E. Planning and Operations Management
Assess the incumbent’s ability to manage the business aspects of your operation.  Does he/she develop and implement goals, strategies and work plans to achieve System and College objectives?  Does the incumbent manage resources in an effective and timely manner, including fiscal, people, facilities, equipment and other resources?  Has the incumbent established systems which continuously assess the environment and provide information for decision making?  Are decisions made based on this information?  Are standards made clear?  Are clear priorities established and met?

Strengths:

Opportunities for improvement:

F. Creativity, Continuous Improvement, and Management of Change
Assess the incumbent’s willingness to seek out, analyze, develop, apply and transfer new ideas and concepts.  Does he/she look beyond the status quo for solutions to problems?  Does the incumbent understand the need for change and foster change?  Does he/she initiate or adjust activities as needed in response to or in anticipation of new facts and/or demands for programs and services?  Does the incumbent encourage others to be open to the application of new processes and new technologies?

Strengths:

Opportunities for improvement:

G. Diversity Management
Assess the incumbent’s demonstrated leadership in creating an organization that supports and effectively uses its diverse people and resources.  Does he/she contribute to an environment fostering the acceptance and assimilation of all protected class members?  If the incumbent has supervisory responsibilities, does he/she effectively recruit, hire, develop and support protected class members, effectively communicate AA/EEO policies and issues and create an environment free of discriminatory behavior?  

Does the incumbent take a proactive stance in managing diversity?  Does he/she work effectively with people of diverse backgrounds and styles, deriving value from their difference?

Strengths:

Opportunities for improvement:

SECTION III

Professional Development Plan

A. Assess professional development accomplishments identified in last year’s plan.

B. Supervisor’s suggestions for Professional Development Plan for next year, based on Sections I and II of this evaluation.

	Development Goal(s)
	Action Step(s)
	Completion Date(s)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SECTION IV

Overall Performance Summary 

Provide a brief summary below, of the overall performance based on Sections I, II and III of this evaluation and select one of the following standards:

· Exceeded performance requirements

· Met performance requirements

· Failed to meet performance requirements

SECTION V

Assessment Input and Review
List the individuals who provided input for this summary:

Supervisor’s Signature ____________________________    Date ___________
Incumbent’s Signature ____________________________    Date ___________

Incumbent Comments:
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