Shoreline Community College

Performance Evaluation Form for Administrative and Professional Exempt Employees
Name of employee evaluated:       



Date of evaluation meeting:       
Employee’s job title:      
	Successes
	Goals and Objectives
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Shoreline Community College -- Performance Evaluation Form (continued)
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	Supervisor’s Comments

	

	

	

	

	

	

	

	

	

	

	

	

	


Employee Name (printed): ___________________________________________________________

Employee Signature:
______________________________________________________________



Date Signed:






 
Supervisor’s Name (printed): __________________________________________________________

Supervisor’s Signature:
_______________________________________________________________



Date Signed:






 
SCC Leadership Competencies
1.
Self-Awareness and Actualization
The ability, capacity, and skill to recognize, understand, influence and manage the emotional responses of one's self, other individuals, and groups. Demonstrate the ability to take the lead in presenting new and unproven ideas to meet our institutional business needs, especially those that involve coordination across functional or organizational boundaries. Strive for continuous personal and professional development by consistently exposing yourself to new perspectives and ideas. Seek and accept demanding assignments and candid feedback from all levels of the organization.

2.
Working with Ambiguity
The ability to effectively work with change; comfortable with shifting context; can make decisions and act with limited information; easily accepts uncertainty; can move ahead without finishing; comfortable working with risk and uncertainty.

3.
Working with Paradox
Be adaptable and flexible; demonstrates the ability to professionally act in ways that may appear contradictory;  balances strength compassion, empathy and objectivity; demonstrates the ability to both follow and lead; is both a team player and valued individual contributor; demonstrates both humility and self-confidence; balances competing demands and interests. 

4.
Supervisory Accountability
As a manager, recognize achievement and intervene when an employee does not meet commitments or expectations, or when an interpersonal conflict or crisis arises. Be the first to notify your supervisor about issues or problems, and provide a recommendation for resolution. Consistently demonstrate responsible stewardship of public resources, including time and money.

5.
Collaboration
Demonstrate the ability to work together with others effectively regardless of personal or professional differences.

6.
Staff Development
Demonstrate active support for staff development. Provide timely feedback, both critical and positive, when your employees need it. Be actively and directly involved providing employees with honest, specific, and meaningful observations during performance reviews.

7.
Stay Informed
Monitor and read a variety of news sources.  Integrate that information into an ongoing analysis of your work environment. Be aware of how changes in the external world affect our students, employees, community and business partners, and what our competition is doing. Cultivate sustainable relationships with our diverse internal and external communities by staying informed about the world around us.

8.
Work Ethic
Demonstrate the highest ethical values and positive behaviors regardless of the challenges we face as a College. Consistently inspire and motivate staff by modeling positive behavior. #
Procedure for Administrative/Exempt Performance Evaluation (Updated August 2011)

1. Review the Department of Personnel’s Guide to Performance Development Plans, specifically pages 1-16. (See copy at http://intranet.shoreline.edu/forms/pdpguide.pdf)
a. Apply the principles outlined in that process to the evaluation of your administrative/exempt staff.
2. Review the employee’s prior year’s work plan or last written performance evaluation.

a. Refer to the SCC Leadership Competencies issued by President Lambert in August 2010 if no current work plan or evaluation is documented.

3. Request a copy of the employee’s current Position Description on file in Human Resources.

a. If no current formal position description exists, you must complete one immediately, including reviewing it with the subject employee, and submit it to Human Resources for review as promptly as possible.

4. In a preliminary meeting with the employee, briefly review any significant observations you have about the prior year’s objectives and accomplishments (or lack thereof). 

a. Direct the employee to complete their own written self-evaluation of their prior year’s work and return it to you within ten (10) days.
5. After reviewing the employee’s self-evaluation, complete the Administrative/Exempt Performance Evaluation Form at the following link: 
http://intranet.shoreline.edu/forms/SCC-AdminPerformReview2011.doc
Please be sure to specifically identify “Successes” and associated “Goals/Objectives”, and schedule the formal evaluation meeting with the employee.
6. Meet with the employee as scheduled, ensuring sufficient time and appropriate setting:

a. Discuss your factual observations relative to their own self-evaluation

b. Review your completed evaluation form with them, noting details of successes and goals/objectives you have documented.

c. Ask for any feedback or final comments the employee may choose to provide.

d. Request the employee sign the form to confirm their formal review of expectations
7. Submit the completed and signed original form and any supplementary documentation to Human Resources for tracking and official filing in the employee’s Personnel file.
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