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New Hire (6 months) Other (3 months)
  Successfully completed probationary period? _____Yes _____No
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Section I %
Section II %
Section III %
Section IV 10 %

Goal Setting & Accomplishments Toward Goals
Job Effectiveness

Competencies
CCC Core Values

Weighting of Evaluation Components
The first step in completing the evaluation is to establish the overall weighting of each section. This is a collaborative process in which 
the supervisor will get input from the employee. The supervisor is responsible for making the final decision. The total percentage must 
equal 100%.

This rating occurs infrequently. This rating is related to the achievement of a significant goal or action that stretches beyond the normal 
job expectations coupled with the work performance far exceeding expectations of the position due to exceptional quality in the 
completion of a major goal, and/or an exceptional or unique contribution in support of a unit, department, and/or college objective.

Work is of high quality in all significant areas of responsibility. This rating indicates that the employee consistently fulfills expectations and 
periodically may exceed them.

This rating indicates that the employee does not meet expectations in one or more of the goals, job responsibilities or competency 
required to successfully fulfill the expectations of the position. Inconsistency in performance, incomplete product/outcome or process, 
lateness in meeting timelines may be observed at this level.

STAFF EVALUATION

Rating Scale

This rating verifies that actual results fall far short of successful achievement of goals, job responsibilities or competency required to 
successfully fulfill the expectations of the position. Regularly fails to meet required outcomes, work output is low, and error rate is high. 
Significant improvement in several areas is needed at this level.

The overall goal of the College is to achieve learning. Employees are an integral part of achieving this objective. The supervisor should 
provide feedback to employees on their contributions and provide coaching regarding development needs and opportunities related to 
their current position. In order to assure a process that incorporates a broad perspective on the employee’s performance and 
development opportunities the following steps should be followed:

Evaluation Overview 

Employee's Name Supervisor Name

Evaluation Period
Probation Period

1. Solicit input from the employee via the self-evaluation tool.
2. Request feedback from employees peers via the peer feedback tool.

4. Review evaluation with next higher-level supervisor before communicating ratings with employee.

3. Complete the supervisor’s evaluation form taking into consideration all forms of input, employee’s self-evaluation, peer feedback, and 
supervisors observations and performance notes.

Exceptional 

Fully competent 

Development needed

Unsatisfactory 



Document efforts toward goal achievement

Weight % Score 0

Document efforts toward goal achievement

Weight % Score 0

Document efforts toward goal achievement

Weight % Score 0Weighted Score

Weighted Score

Goal - 3

How will success be measured?

Weighted Score

Goal - 2

How will success be measured?

Section I - Goal Setting & Accomplishment Toward Goals

Step 1  Pre-established 
goals, weights and 
measures

Step 2  Evaluation 
accomplishments 
towards goals

Working collaboratively the supervisor and the employee will establish goals for the upcoming year.  A 
measurable goal statement should be written for each agreed upon goal.  Where appropriate, goals should be 
connected to the strategic plan initiatives.

At the end of this review period the supervisor will document your accomplishments against the designated goals 
and assign a score for each.  A score of 1 - 4 should be given based on evaluation criteria established in the rating 
scale on page one.  When scoring, fractions of whole numbers should not be extended beyond a tenth.  (i.e.. 2.8, 
3.4, or 3.5 etc.)  The comment area should be completed to support your ratings and provide constructive 
feedback to the employee.

Goal - 1

How will success be measured?



Document efforts toward goal achievement

Weight % Score 0

Document efforts towards goals achievement during final evaluation step at year's end

0 0

Comments

0 % Score 0

Step 2  Evaluation job 
performance

At the end of the review process, the supervisor will rate how effective the employee was in satisfying the 
responsibilities of the position.  A score of 1 - 4 should be given based on evaluation criteria established in the 
rating scale on page one.  When scoring, fractions of whole numbers should not be extended beyond a tenth.  
(i.e.., 2.8, 3.4, or 3.5, etc.)  The comment area should be completed to support your rating and provide 
constructive feedback to the employee.

Section II (Job Effectiveness) Totals
Total Factor Weight Total Weighted Score

Weighted Score

Section II - Job Effectiveness

Total Weighted ScoreTotal Factor Weight
Section I (Goals) Totals

%

Step 1  Pre-established 
weight

At the beginning of the review process, establish the weight value of the "Job Effectiveness" component.  The 
weight should be the same as that established for "Job Effectiveness" on page one of the evaluation.  This 
component of the evaluation largely focuses on the specific job requirements as outlined in the job description 
that is specific to the job.  It is recommended that the job description be reviewed at the time that a weight value 
is established.

Comments

Goal 4

How will success be measured?



Performance

Weight % Score 0

Performance

Weight % Score 0

Performance

Weight % Score 0Weighted Score

Section III - Competencies

Weighted Score

Weighted Score

Step 1  Pre-established 
weight

At the beginning of the review process, establish the weight value for all competencies in the "Competencies" 
component.  The combined weight should be the same as that established on page one of the evaluation.  This 
component of the evaluation largely focuses on the specific job requirements as outlined in the job description.  
It is recommended that the job description be reviewed at the time that a weight value is established.

Step 2  Evaluation job 
performance

At the end of the review process, rate how effective the employee was in demonstrating the competencies in 
their day to day responsibilities.  A score of 1 - 4 should be given based on evaluation criteria established in the 
rating scale on page one.  When scoring, fractions of whole numbers should not be extended beyond a tenth. 
(i.e.. 2.8, 3.4, or 3.5 etc.)  The comment area should be completed to support your rating and provide 
constructive feedback to the employee.

Competency: Cognitive (Abilities include analytical, college-wide and statewide thinking of how decisions, actions, recommendations can 
have a direct impact on the college.  Demonstrates ability through sound decision-making, influence of decision-making within the scope 
of their responsibility.)

Competency: Building and Managing Relationships (Represents characteristics that create an atmosphere of working collaboratively, 
interpersonal sensitivity, promotes and manages diversity, manages conflict and demonstrates ability to be an effective communicator.)

Competency: Leadership (The foresight to recognize future challenges and opportunities and to apply that knowledge as it relates to CCC 
reaching its goals.  Can be decisive but not overbearing in a variety of situations.  Ability to effectively support, work within, and achieve 
results through the shared-governance model.  Exemplifies leadership though internal and external community involvement that 
successfully advances the College.)



Performance

Weight % Score 0

Performance

Weight % Score 0

0 0

Substantiate ratings by documenting performance and behaviors related to CCC's Core Values

10 % Score 0

Weighted Score

Weighted Score

Performance

Total Weighted Score

%
Section III (Competencies) Totals

Total Weighted ScoreTotal Factor Weight

Competency: Fundamental Skills (A working understanding and knowledge of budgetary and financial management are displayed and 
practiced.

Competency: Personal Responsibility (Exhibits characteristics such as flexibility, accountability, passion for one's work, self confidence 
and perseverance)

Section IV - Core Values

Step 1  Pre-established 
weight

Core values are given a weight value of 10% for all CCC employees.  At the beginning of the review process, CCC 
Core Values should be reviewed as necessary.  This component will be evaluated based on demonstrated actions 
and behaviors in everyday practices that embody CCC core values.

Step 2  Evaluation job 
performance

At the end of the review process, rate how effective the employee was in embodying CCC Core Values.  A score of 
1 - 4 should be given based on evaluation criteria established in the rating scale on page one.  When scoring, 
fractions of whole numbers should not be extended beyond a tenth. (i.e.. 2.8, 3.4, or 3.5 etc)  The comment area 
should be completed to support your rating and provide constructive feedback to the employee.

Total Factor Weight
Section IV (Core Values) Totals



0.0
0.0
0.0
0.0
0.0

Accomplishment Toward Goals
Job Effectiveness

Competencies
Core Values

Section I
Section II
Section III
Section IV

Total Weighed Score

Overall Rating

Step 2  Mid-Year
At mid-year the supervisor and employee should meet to discuss progress towards goals, and performance in the 
other components of the evaluation.  This meeting should be documented by having both the employee and 
supervisor initial.

For an overall rating of less than 2.5, attach a completed Performance Enhancement Plan.  Employees must be 
rated 2.1 or higher to be eligible for an annual increase.

Final Step  Evaluation 
of job performance

At the end of the review process, the supervisor will evaluate the employee on each component of the 
evaluation.  Ratings should be substantiated in the supervisors comment area below.  Where appropriate dotted-
line supervisors comments should be included in the area provided below.  The comment area should be 
completed to support your rating and provide constructive feedback to the employee.  

Employee's Initials

Probationary Review

Mid-year Review

Employee's Initials

Overall Rating
Step 1  Establish goals, 
measurements, and 
weights

At the beginning of the review process, goals, measurements and weights are to be established for each 
applicable component.  This stage of the process should be documented by both the supervisor and the 
employee initialing indicating completion.

Supervisor's Initials
Goals, Measurements and Weights established on:

Progress towards goals and performance reviewed or modified on:
Supervisor's Initials



Yes No

List Course(s)

Identify other training, professional development, or learning events that have occurred

Supervisor's general comments/observations:

Received input from dotted-line supervisor on:

Dotted-line supervisor's comments

Employee Comments:

Section V - Training

Supervisor's Comments

Employee:  You have been requested to sign this evaluation to indicated that you have had an opportunity to review your annual 
performance evaluation with your supervisor.  Your signature does not indicate that you agree with this evaluation.

Employee                                           Date Supervisor                                                      Date

Signatures/Date

Participated in/or completed Training offered by CCC

Development Summary

Current Strengths Continuous Improvement



 Analytical & Systems Thinking
 Using Technology

 Flexibility
 Accountability

 Passion for one’s Work
 Self-confidence

 Stamina
 Financial Management

Competency Clusters Leadership Competencies

Building & Managing Relationships

Cognitive

Personal Responsibility

Fundamental Skills

 Working Collaboratively
 Interpersonal Sensitivity

 Promoting & Managing Diversity
 Managing Conflict

 Clear Communication

Sustainability
We commit to innovative thinking to guide our decisions toward sustainable practices in our living 
and working environments.  In this earnest endeavor, we strive to demonstrate adaptive leadership, 
eco-friendly stewardship and quality education in a mindful and economically feasible manner.

CCC Core Values
Embodying Principles

We strive to accept the uniqueness of each individual and the contribution each person makes. We 
strive to create a caring, accepting, and productive environment for our students, employees, and 
community.

We are dedicated to providing lifelong learning opportunities for our students, employees, and 
community to empower them to achieve their dreams. In this endeavor, we create learning 
opportunities that are accessible and relevant to our students and which place the learner first.

Values

People

Quality
We recognize the importance of continually improving our educational offerings and services and 
the need to hold our students and ourselves to high expectations and standards. We employ a 
dynamic, strategic planning process and constantly assess our activities to be responsive and 
accountable to our students, employees, and community.

Ethics We believe that to be effective we must demonstrate integrity. Therefore, we uphold the highest 
ethical standards in all of our activities resulting in a responsible and fair environment for our 
students, employees, and community and a responsive and open decision-making process.

Community
We exist for our community; therefore, we must be responsive to its changing needs and its 
diversity. To do so, we strive to provide services that are timely, accessible, and affordable. We also 
pursue partnerships and collaborations throughout our community to be responsive to the needs of 
our diverse populations.

Respect
We recognize that learning cannot occur without respect. We are committed to the acceptance of 
diverse cultures, differing ideas and beliefs, and the uniqueness of each individual since these are 
the foundations of respect

Learning and Growth

Higher Education Leadership Competency Model

Leadership  Visionary Leadership
 Decision-Making
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