



PERFORMANCE REVIEW & DEVELOPMENT PLAN

(PART I)



Employee Name:											
Department:												
Classification Title:											
Working Title:												
Appraisal Period: 			 to 		 Date of Last Evaluation: 			
Evaluator/Supervisor:											
Status:			Probationary			Permanent


In compliance with Minnesota Statutes, Chapter 13.04, Subd. 2, we are informing you that the information collected through the use of this form will be used to document your performance on an annual basis. The information may be used in decisions concerning advancement, reassignment, future training needs, performance-related salary adjustments, and as evidence in contested disciplinary actions. It is legally required. Without it, there is no objective data on which to evaluate performance, therefore, no performance-based salary increases will be granted. This information is available to you, your supervisor, human resources director, and other employees in your agency whose job assignment requires access.







PERFORMANCE REVIEW & DEVELOPMENT PLAN

(PART II)

PERFORMANCE RATING DEFINITIONS:

The performance ratings listed below apply to individuals experience in their assignments.  The training mode rating applies to individuals serving a probationary period.

GREATLY EXCEEDS EXPECTATIONS (GE): Employee greatly exceeds requirements/performance standards and objectives in all or most areas.  Demonstrates full comprehension and proficiency in all primary responsibilities.  Training mode: Performance improvement is outstanding and greatly exceeds growth expectations.

EXCEEDS EXPECTATIONS (EE): Employee exceeds requirements/performance standards and objectives in several areas.  Demonstrates full comprehension and proficiency in primary responsibilities. Displays a high level of productivity, a focus on quality and adds value to work performed.  Offers and seeks more efficient methods to perform work.  Initiates recommendations and solutions.  Training mode: Performance improvement is steady and exceeds growth expectations.

MEETS EXPECTATIONS (ME): Achieves job requirements/performance standards and objectives.  Some improvement may be required in one or more areas.  Displays an acceptable level of productivity and quality results.  Follows recommendations and solutions.  Training mode: Performance improvement is consistent with the demands of the position.  Achieves growth expectations.

BELOW EXPECTATIONS (BE): overall, performance is below expectations; however, job requirements may be achieved in some areas.  Does not consistently demonstrate basic comprehension and required skills for the position.  Improvement is required in one or more areas.  Required additional direction and close supervision.  Training mode: Performance improvement does not meet the demands of the position and is below growth expectations.
													

KEY COMPETENCIES DEFINITIONS:

ADAPTABILITY: Visualizes improved performance/service, identifies steps to reach new goals, and takes managed risks.  Responds with openness and flexibility to change; participates in developing new processes; demonstrates willingness to be a change agent by promoting new approaches and responding to others’ concerns and/or ideas.

COMMUNICATIONS: Effective listening, written, verbal, and interpersonal skills.  Utilizes interpersonal communications and optimally utilizes all channels of communication.  Seeks input from others.

CONTINUOUS QUALITY IMPROVEMENT: Understands the principles of continuous quality improvement and strives to include these principles in their daily work.  Takes initiative to learn and use new work processes.  Seeks ways to improve current processes or procedures.  Coaches and mentors others.

CREATIVITY: Effective in generating new ideas, examining, and researching to bring about improvements.  Is sought out by others for new ideas or solutions to problems.

CUSTOMER SERVICE: Demonstrates the importance of customer satisfaction by clearly identifying both internal and external customers.  Consistently anticipates customer expectations and checks to ensure their expectations are met.  Builds effective working relationships with both internal and external customers.  Promotes the College; represents ARCC in a professional manner.

DECISION MAKING/PROBLEM SOLVING: Recognizes the importance to think through problems, evaluate relevant facts and reach sound conclusions.  Is looked to by others for guidance in resolving problems and making appropriate decisions.

DEPENDABILITY: Understands the importance of meeting established deadlines and follow through with commitments and obligations.  Can be counted on to achieve the best possible results.

INTEGRITY AND ETHICS: Gains confidence and respect of others in one or more of the following ways: Meets commitments; openly discusses issues and opportunities; listens and responds with integrity; displays principled decision making on a consistent basis.

MOTIVATION & INITIATIVE: Demonstrates ownership and accountability for accomplishing department/division objectives.  Models a positive attitude and displays initiative toward continuous learning.  Sets and communicates high expectations for self and/or others.

TEAMWORK: Understands the importance of teams and promotes effective teamwork by ensuring involvement from appropriate individuals and supporting team processes and decisions.  Continuously improves own skills in team effectiveness and assists others.

TECHNICAL JOB KNOWLEDGE/SKILLS: Strives to stay technically current in their field to effectively perform job responsibilities and contribute to the success of the College.  Anticipates learning needs and takes initiative toward professional development activities.  Displays effective problem-solving skills offering results-oriented suggestions.

TIME MANAGEMENT: Effectively anticipates needs, uses time productively to establish goals, set priorities, and strives to find ways of improving existing methods.

WORK HABITS: Demonstrates punctuality and reliability.  Shows attention to detail and follow through.  Works efficiently and uses time wisely.

EVALUATION OF RESPONSIBILITES

(PART III)

Evaluation of Primary Responsibilities (please refer to part II for definitions):

	Primary Responsibility: (from position description)
	Greatly Exceeds
Expectations
	Exceeds
Expectations
	Meets
Expectations
	Below
Expectations

	1)
	 GE
	EE
	ME
	BE

	Rater Comments:

	Employee Comments:

	2)
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	3)
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	4)
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	5)
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	6)
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:




Evaluation of Key Competencies (refer to part II for definitions):
The success of Anoka Ramsey Community College depends upon each employee demonstrating the following attributes as a part of our daily operation.  Please evaluate how the employee is meeting the general definition/expectations outlined in each area.

	Key Competency/Responsibility:
	Greatly Exceeds
Expectations
	Exceeds
Expectations
	Meets
Expectations
	Below
Expectations

	1) Adaptability
	 GE
	EE
	ME
	BE

	Rater Comments:

	Employee Comments:

	2) Communications
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	3) Continuous Quality Improvement
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	4)Creativity
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	5) Customer Service
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	6) Decision Making/Problem Solving
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	7) Dependability
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	8) Integrity and Ethics
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	9) Motivation & Initiative
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	10) Teamwork
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	11) Technical Job Knowledge/Skills
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	12) Time Management
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:

	13) Work Habits
	 GE
	 EE
	 ME
	 BE

	Rater Comments:

	Employee Comments:



Personal Growth/Professional Development Plan
(To be completed by rater and employee)

(Part IV)

A.	Identify goals and objectives for the next year that will improve the employee’s skills or develop the employee professionally.










B.	Identify specific work activities, to pursue during the next year that assist in the achievement of the above goals.










	1.	Courses, certifications, workshops, etc.










	2.	Training/Conferences/Seminars:

Position Description Review
The position description should be reviewed and submitted to Human Resources on a yearly basis.  This should reflect any changes that have occurred in the position over the previous year.

	The attached position description is:
		an accurate reflection of the current responsibilities and performance standards
	revised to reflect changes in the position (this will be reviewed by HR and may or may not require additional information).

A.	Rater’s Comments and Concerns:
To be considered in the performance review.  Add anything that is relevant to the employee’s performance.

													
													
													
													

B.	Employee’s Comments and Concerns:
	Employee is encouraged, but not required to comment on appraisal and performance.

													
													
													
													

Overall Rating of Employee:

	Below Expectations			Exceeds Expectations
	Meets Expectations			Greatly Exceeds Expectations

Supervisor Recommendations:

	Issue progression increase			Withhold progression increase (must be submitted to HR  
    prior to the due date.)
							Next review date: 		
							Rationale:					



Signature of Rater: 							  Date:  				
(I have completed the performance review)	

Signature of Employee: 							  Date:  				
(I have read the above performance review)

Signature of Rater’s Supervisor: 					  Date:  				
(I have reviewed and concur with the above review)
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