Trinity Valley Community College

Annual Performance Evaluation

Administrator Form

Employee Name: Title:

Department: Reviewer:
Type of Review: Date of
Review:

Review Period - s to

This evaluation will be used to develop each employee’s potential job performance. This evaluation
provides an opportunity for an open and honest discussion of ways for both the employee and
organization to become more productive and result in increased job satisfaction for the employee.

Instructions: To complete this evaluation form, mark one box with an “X” under each applicable factor
using the following scale: 1=poor, 2=below average, 3=expected, 4=above average, and 5=superior
performance. Select “N/A” if a particular criteria does not apply. Atfter completing this form, conduct
a formal performance review session with the employee

Monday, November 28, 2005.max



Employeeé- Strengths
Make other comments as you feel are necessary.

Employee% Improvement Needs
Make other comments as you feel are necess.

Identify Goals for the Future

Supervisors and employees should agree on goals and measurable objectives for the employee to work
toward or complete during the coming year. In discussing these objectives, the employee should have the
resources needed and should know the steps to take to achieve the objectives. Include the following in
your description of future goals: (1) goal, (2) objective(s), (3) resources needed, and (4) action steps to

Signatures:

By signing below you are indicating that you have reviewed the information contained in this Performance
Appraisal, and that you have reviewed your Position Description for accuracy.

Administrato: _ Date:

Supervisor: Date:

Monday, November 28, 2005.max



