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July 1, 2010

Dear Supervisor:

It is that time of year again! Performance appraisal and evaluation is recognized by the college as an important supervisory responsibility.

Correctly undertaken, this activity provides a dual purpose and value.

While the process is required as an official record and guide in the decisions for retention, reappointment, tenure and promotion, it has an equal goal in assisting employees in the improvement of their performance.

In keeping with Goal 6 (a Highly Skilled Workforce) of the Atlantic Cape Strategic Plan, performance evaluation facilitates the process of communication and understanding concerning what is expected of an employee and how well an employee is functioning.

An evaluation can also serve to foster employee motivation and satisfaction, as well as a sense of commitment and belonging.

I encourage you to take this opportunity to discuss with your staff members their strengths, areas for improvement, and any professional development interests and opportunities.

The strength of the natural human desire for individual recognition should not be overlooked.  It is reported that absenteeism and tardiness in some organizations has been greatly reduced when more attention was paid to recognition.

To that end, regular performance appraisal that is approached thoughtfully and comprehensively by both supervisor and employee is a good start.

Please see the form below.  Do not hesitate to contact the Human Resources Department if you have any questions. 
Sincerely,

Brittany A. Williams-Goldstein

Associate Dean of Human Resources, President and Board Services

Atlantic Cape Community College


Supervisory/Managerial Employee Evaluation

Academic Year 2009-2010
Directions

1.
The supervisor writes narrative answers for each topic 

2.
Each answer should be typewritten with adequate spacing  

3.
Each sheet must include the employee’s name, date and criteria being discussed

4.
Upon completion, the supervisor meets with the employee to discuss it  

5.
After discussion, the supervisor signs and submits the document to the employee

6.
The employee has three days to review it and respond, in writing

7.
The employee then signs the evaluation and returns it to the supervisor

8.
The appropriate Dean then reviews and signs the document
9.
The document is returned to HR, which verifies completion, signatures, etc

10.
HR submits all evaluations to the President prior to filing
Criteria
1.
Job Knowledge:   Competence in his/her specialty/field.
2.
Productivity: Quality and quantity of work.
3.
Self-Management and Related Factors: Critical thinking and decision making, 

interpersonal relations, attitude and cooperation, initiative and resourcefulness and 

his/her personal development.
4.
Operations Management:   Ability to plan, manage and organize, as well as his/her 

problem solving and delegation skills and flexibility.
5.
Human Resources Management:   Leadership, staff development and performance 

feedback.  Discussion about how the employee practices equal employment opportunity 

to assure compliance with applicable legislation/regulations.
6.
Performance Objectives and Development Plan (Arrived at Jointly):   Discussion of 

strengths and a plan outline for development covering specific training needs, 

professional development courses, self-development and other approaches which will 

help the employee in accomplishing his/her job responsibilities.  Include any training 

and/or development courses completed during this evaluation period. 

7.
Employee Feedback Page:  Response to the overall evaluation. 

2009-2010 ACCC Administrative/Managerial Employee Evaluation

8.  Signature Page









Print Employee’s Name
_________________________________________
Employee’s Title

_________________________________________

____________________________________
_______________________

Supervisor’s Signature 



Date

I have reviewed this report on the date indicated and have had the opportunity to discuss it with my supervisor.  My signature does not necessarily mean that I agree with the report.

________________________________
__________________

Employee’s Signature




Date

_________________________________
__________________

Dean






Date

_________________________________
__________________

Director, Human Resources

 

Date

_________________________________
__________________

Associate Dean, Human Resources

 
Date

_________________________________ 
__________________

College President




Date

Please return the completed, signed evaluation to Human Resources by September 30, 2010.

Copy:
Personnel file

