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Performance Management

All full-time and part-time employees of Columbus Technical College will be evaluated on their performance on an annual basis. 
The form(s) used for the evaluation procedure will vary according to the individual employee’s position. The evaluation forms provided below will be used for evaluation on an annual basis and must be submitted to Human Resources accordingly. All evaluations are housed in HR.
· Faculty Evaluation Form  (Full-time)

· Exempt and Nonexempt Staff Evaluation Form (Full-time and Part-time)
· Adjunct Instructor Observation Evaluation Instrument  (Academic Affairs)
· Adult Education Instructional Observation Monitoring Tool  
· Applicability: 

This procedure applies to all full and part time employees of Columbus Technical College.
Procedure:
Faculty, Exempt and nonexempt Staff 
· The performance evaluation period begins on July 1 and ends on June 30 of the following year
· Performance Evaluations are due June 1 of each year

· All employees regardless of hire date will be evaluated. 
· Rating of competencies  range from 1-5: Outstanding 5, Exceeds Expectation 4, Meets Expectation 3, Needs Improvement 2, and Unsatisfactory 1

· Annual Performance Evaluation averages total score for each Core Competency and averages overall scores for evaluation
· Failure to meet Critical Objectives will prevent a Performance Base Increase.
· All sections must be completed to include Comments, Overall Comment Summary and Action Plan
· Annual Performance Evaluation form can be saved, cleared and printed.

· Supervisors must communicate with employees at the beginning and during the year to ensure employees are aware of job responsibilities

· Complete performance evaluation honestly and accurately

· Discuss Performance Evaluation with employee for any feedback or comments

· Employee and supervisor signs Performance evaluation form

· Give employee copy of signed Performance evaluation
Adjunct Faculty (Academic Affairs and Adult Education)
· The Performance evaluation period begins on the first day of class and ends the last day of class for each semester taught.
· All Performance evaluation instruments are due at the end of each semester 

· The performance evaluation instrument used for Adjunct faculty consist of the following:

· Academic Affairs: Adjunct Instructor Observation Evaluation Instrument

· This evaluation instrument is completed by the Dean of each program which includes the name of the instructor being evaluated, date and time of evaluation, program, course, type of instructional environment and gives a rating of Needs Improvement, Satisfactory, Excellent, or N/A for 11 variables of instruction. It also provides for comments of each variable and general comment. The form is signed by the Dean and the employee. 

· Adult Education: Instructional Observation Monitoring Tool

· This monitoring tool includes the name of the program, county/site, class, date, and the number of students for each course, administrator, teacher being monitored, reviewer, and the time in and out for monitoring. There are 4 variables for which a description is given. They are as follows: 1) What the teacher is doing 2) Materials being used 3) Teacher/student interaction 4) Technology used. The tool also allows for Continuous Program Improvement Considerations to include Positive Observations and Necessary Actions. 
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