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Eckerd College – Exempt Employee


Employee Name:         




 
 Position Title:  
Department:        FORMTEXT 

     






 
Review Period:    to      
Review Completed By:       

This review is intended to be a fair and balanced assessment of your performance during the past year. It also provides an opportunity for you to express your opinions about your evaluation and to give and receive feedback, clarify job duties and expectations, and set goals for the coming year.


1.  Service & Relationships

1. Customer Service - the extent to which the employee recognizes the importance of customer satisfaction by providing students,

            faculty, other staff, and the general public with  prompt and accurate information in a respectful and helpful manner.


 FORMCHECKBOX 
  Exceptional

    
Comments
    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

2. Communication & Interpersonal Skills – the extent to which the employee is respectful of management, co-workers, staff, faculty, students and the general public.

 FORMCHECKBOX 
  Exceptional

    
Comments
  


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

3. Teamwork – the extent to which the employee successfully collaborates with others to accomplish departmental and College goals.

 FORMCHECKBOX 
  Exceptional

    
Comments    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable
2.  Dependability
1.   Attendance – the extent to which the employee can be depended upon to report to work as expected on a regular basis.


 FORMCHECKBOX 
  Exceptional

    
Comments
    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

2. 
Work Performance – the extent to which the employee can be relied upon to meet work schedules efficiently, fulfill job responsibilities, and is self-sufficient in completing tasks.


 FORMCHECKBOX 
  Exceptional

    
Comments

    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

3.  Adaptability/Flexibility/Development

1.
Adaptability - the extent to which the employee is willing to learn new techniques and/or tasks and apply them to his/her job.


 FORMCHECKBOX 
  Exceptional

    
Comments
    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

2.
Flexibility - the extent to which the employee deals effectively with new responsibilities.


 FORMCHECKBOX 
  Exceptional

    
Comments
    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

3.
Employee Development - the extent to which the employee engages in and documents appropriate training and development opportunities to enrich him/herself personally and professionally.


 FORMCHECKBOX 
  Exceptional

    
Comments
         

       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

4.  Decision Making/Productivity
1.
Decision Making - the extent to which the employee can be relied upon to make sound, logical decisions.


 FORMCHECKBOX 
  Exceptional

    
Comments
         

       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

2.
Work quality/Productivity – Produces a sufficient volume of work to meet job requirements and meets deadlines.  

 FORMCHECKBOX 
  Exceptional

    
Comments
    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

3.
Compliance - the extent to which the employee follows College policies and procedures.


 FORMCHECKBOX 
  Exceptional

    
Comments
    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

5.  Exempt Duties

1.
Manages and develops human resources effectively.


 FORMCHECKBOX 

 Exceptional

    
Comments
   


       FORMCHECKBOX 
  Exceeds Expectations

       FORMCHECKBOX 
  Meets Expectations
     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

2.
Promotes personal and professional development of employees.  Motivates direct reports and others to fulfill departmental goals and the College’s mission.  Develops and communicates a clear vision of future goals and provides direction on what needs to be done to ensure long-term success.

 FORMCHECKBOX 
  Exceptional

    
Comments
    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

3.
Uses fiscal resources in a responsible manner.

 FORMCHECKBOX 
  Exceptional

    
Comments
    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

4.
Encourages creativity and innovation in others.


 FORMCHECKBOX 
  Exceptional

    
Comments
   


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

5.
Sets appropriate example for employee behavior.

 FORMCHECKBOX 
  Exceptional

    
Comments
    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

6.
Makes appropriate hiring decisions.


 FORMCHECKBOX 
  Exceptional

    
Comments
    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

 FORMCHECKBOX 
  N/A

7.
Resolves problems in a constructive manner.

 FORMCHECKBOX 
  Exceptional

    
Comments
    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

8.
Reviews employees’ performance and provides formal evaluations annually.

 FORMCHECKBOX 
  Exceptional

    
Comments
    


       FORMCHECKBOX 
  Exceeds Expectations


       FORMCHECKBOX 
  Meets Expectations

     
       FORMCHECKBOX 
  Below Expectations

     
       FORMCHECKBOX 
  Unacceptable

Goals:
The primary purpose of the annual evaluation is to assist staff in professional development and in achieving personal, departmental, and College goals. This section of the evaluation is for the employee and his or her supervisor to develop annual goals. These goals should be defined using the principles developed by Ken Blanchard for "SMART" goal setting:
Specific:
The goal must be clearly defined, so that achievement of the goal is well defined. 

Measurable:
The achievement of the goal must be demonstrable by measurement. 

Attainable:
The goal must be credible and possible. 

Relevant:
The process of achieving the goal must include sufficient monitoring to demonstrate that the goal has been achieved. 

Timeline: 
The goal must include a timeframe within which the goal is to be achieved
	GOALS (JANUARY, 2009)
	TIME FRAME

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Areas of Development Improvement:

Specify learning and developmental needs.  Indicate areas where improvement is necessary or areas for potential growth and development.

  



Signatures:



__________________________________________________

________________________________________________
Employee Signature







Date
__________________________________________________

________________________________________________
Supervisor’s Signature






Date
__________________________________________________

________________________________________________

Department Head/Vice President/or Designee’s Signature


Date

Employee Comments:

____________________________________________________________________________________________________________
____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________


































































































































