3.2.10 The institution periodically evaluates the effectiveness of its
administrators. (Administrative staff evaluations)

Off-site Committee’s Response

Texas College has in place an evaluation process that is conducted on an annual
basis for administrative staff. The evaluation process is described in the Faculty
and Staff Handbook. Examples of administrative employee evaluations were
provided, but only for one year. The Committee could not determine that this
evaluation is conducted “periodically.”

Institution’s Response

The institution understands the standard as asking to demonstrate that
administrators are evaluated on a periodic basis. The Faculty and Staff Handbook
has described periodic as “annually,” (see Attachment 3.2.10-A). The Off-site
Committee has confirmed this in their statement that reads, “Texas College has in
place an evaluation process that is conducted on an annual basis for
administrative staff. The evaluation process is described in the Faculty and Staff
Handbook. Examples of administrative employee evaluations were provided, but
only for one year.” As it pertains to the Committee’s interests, Attachment
3.2.10-B provides an additional year of evaluations.

Documentation:

e Attachment 3.2.10-A: Evaluation Policy from Faculty and Staff Handbook
e Attachment 3.2.10-B: Completed Evaluations (redacted) of administrators



Attachment 3.2.10-A: Evaluation Policy
from Faculty and Staff Handbook
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Performance Evaluation

Texas College conducts a formal performance evaluation once a year for each employee.

New employees may be reviewed more frequently. An evaluation may also be conducted in
concert with a promotion or change in duties and responsibilities.

The administrative work week consists of five days at eight hours per day, Monday through -
Friday. There are, however, areas of the campus that are required to provide services for the

student for the week including weekends, €.g. student affairs, housing, security, athletics,

physical plant and instructional support. Schedule of daily work hours are assigned by

supervisors and generally will not exceed 40 hours per week.

Absence or Lateness

Texas College is aware that emergencies, ilinesses, or personal matters may arise that cannot
be scheduled outside the work day. For this purpose Vacation and sick leave has been
provided. All absences must be recorded with the Office of Human Resources and persons in
violation of this may be sanctioned. Notification by third party is not acceptable.

When unable to report to work or if expecting to arrive late, please contact your supervisor or
the Office of Human Resources immediately. Unless otherwise informed, absence is considered
for an eight hour day, pending receipt of the Employee Leave Form.

if you are unable to call in yourself because of an illness, emergency or for some other reason,
be sure to have someone call on your behalf.

Absence from work for three consecutive days without notifying your supervisor or the Office of
Human Resources is considered job abandonment.

Attendance

Consistent attendance is expected from each employee. Employees are expected to be at their
work station and ready to work at the beginning of assigned daily work hours. Employees
should remain at their work station until the end of assigned work hours, except for approved
breaks and lunch. When it is necessary to leave the workstation, supervisors should be made
aware.

Inconsistent attendance or excessive absenteeism may result in disciplinary action including
dismissal.

Excessive Absenteeism or ateness

For faculty and staff, five absences in a 90-day period, or a consistent pattern of absence, will
be considered excessive. Tardiness or leaving early is as detrimental to Texas College as an
absence. Three such incidents in a 90-day period will be considered a "tardiness pattern" and
will carry the same weight as an absence. Other factors, like the degree of lateness, may be
considered.

23



Attachment 3.2.10-B: Completed
Evaluations (redacted) of administrators



Employee Name: "
Date Hired:

Job Title: Vice President of Business & Finance

N

TEXAS COLLEGE

EMPLw YEE PERFORMANCE EVALuATION

Date Last Promoted:

Attachment 3.2.10-B — Completed
Evaluations (redacted) of
Administrators

S.S.N.: On File
Budget Code:

Evaluation Period: From 2013 to 2014

Department Business & Finance

Reason for Evaluation: @ Annual

Immediate Supervisor: »~ - _

[0 Mid-Year [ Probationary [ Exit

ROLE AND SCOPE OF EVALUATION: A periodic performance evaluation is used by the College to

evaluate objective an employee’s past performance. After completion of this evaluation, it should be reviewed
and discussed with the employee. Please place an “X” in the appropriate block below.

Very Good

Good

Adequate

Needs

Improvement

Inadequate

Not

Applicable

No Chance
to Observe

DEMONSTRATED JOB PERFORMANCE

Ability to handle multiple tasks

Ability to meet deadlines

Ability to work without close supervision

Acceptance and use of criticism

Accuracy in checking for and correcting errors

Alertness

Consistency in checking for and correcting errors

Consistently observes institutional policies and procedures

Dependability

Ease of learning new techniques and procedures

Initiative

Judgment and ability to make decisions

Neatness and orderliness of work/thoroughness

Quantity of work output

Reports to work on time

Self-control and courtesy in dealing with others

Understands and uses appropriate technology

Willingness to do work assigned

Written communication skills

PERSONAL QUALITIES

Capacity for independent thought and planning

Demonstrates ability to direct or manage

Demonstrates supervisory ability

Exhibits honesty and integrity

Imaginative contributions

Leadership

Loyalty

Oral communication skills

Professional appearance/grooming

Seeks self-improvement/professional development

Sense of responsibility

Staff relationships (when applicable)

el E P P P P P P R e B 5 s
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Student relationships (when applicable)




EMPLOYEE PERFORMANCE EVALUATION “~ntinued)

SUMMARY STATEMENT

Supervisor’s Comments and Recommendations:

does a great job with the assignments to his charge. He keeps the president well informed and manages the business
operations well. His staff is supportive; he keeps them with professional development updates and cross training well.

(Continue on separate sheet if necessary)

Personnel Action Recommended: [ ] Extend Probationary Period [ ]Promotion [ ] Terminate Employment
[ ] Salary/Merit Increase [X]CE _ i -
Department Date

Employee’s Statement:

My comments:
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Date

Vice President’s Comments and Recommendations:

(Continue on separate sheet if necessary)

Personnel Action Recommended: [ ] Extend Probationary Period [ ]Promotion [ ] Terminate Employment
[ ] Salary/Merit Increase [ ] Continue/Renew Contract
Date Signature of Vice President

President’s Comments:

Instructions to Human Resources:

Date
HUMAN RESOURCES USE ONLY
Exit Data
Date Received Positions Held Dates Employed Separation Date

Reason for Separation

Date Filed

Initials Date Final Paycheck Issued




TEXAS COLLEGE
EMPL-~ YEE PERFORMANCE EVAL cATION

S.S.N.: On File

Employee Name:

Date Hired: Date Last Promoted: Budget Code:

Job Title: Vice President of Business & Finance Evaluation Period: From 2012 to 2013
Department Business & Finance Immediate Supervisor:

Reason for Evaluation: @ Annual [J Mid-Year O Probationary [ Exit

ROLE AND SCOPE OF EVALUATION: A periodic performance evaluation is used by the College to
evaluate objective an employee’s past performance. After completion of this evaluation, it should be reviewed

and discussed with the employee. Please place an “X” in the appropriate block below.

2|l o g ) ol Lo

3| 8 g §| © S| 85

= G « = =3 [ o W

I = [ = Ll = @z

2l 2| 3| 8|88 2 |5%l88

3 3 o e 0 g g o | ©

SOl |0 | < |28 8 |2<|Z8

g DEMONSTRATED JOB PERFORMANCE
Ability to handle multiple tasks
Ability to meet deadlines
Ability to work without close supervision
Acceptance and use of criticism
Accuracy in checking for and correcting errors
Alertness
Consistency in checking for and correcting errors
Consistently observes institutional policies and procedures
Dependability
X Ease of learning new techniques and procedures

Initiative

Judgment and ability to make decisions

Neatness and orderliness of work/thoroughness

Quantity of work output

Reports to work on time

X Self-control and courtesy in dealing with others

Understands and uses appropriate technology

Willingness to do work assigned
Written communication skills
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2 i ' PERSONAL QUALITIES

e
Sk

Capacity for independent thought and planning

Demonstrates ability to direct or manage

Demonstrates supervisory ability

Exhibits honesty and integrity

Imaginative contributions

Leadership

Loyalty
Oral communication skills
Professional appearance/grooming

Seeks self-improvement/professional development

Sense of responsibility

Staff relationships (when applicable)
Student relationships (when applicable)
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EMPLOVEE PERFORMANCE EVALUATION fcontinued)

e SUMMARY STATEMENT
Supervisor’s Comments and Recommendations:
Itisapleasure to have - .as Vice President of Business and Finance.
(Continue on separate sheet if necessary)
Personnel Action Recommended: [ ] Extend Probationary Period [ ]Promotion [ ] Terminate Employment
[ ] Salary/Merit Increase [ X] ContinuegRenes g s

§$.09./)3 B
Department Date
Employee’s Statement: I have reviewed and discussed this performance evaluation -_ _ 3] w Bt

My comments:
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» sheet if necessary)

5 /29 /3

Date
Vice President’s Comments and Recommendations:
(Continue on separate sheet if necessary)
Personnel Action Recommended: [ ] Extend Probationary Period [ ]Promotion [ ] Terminate Employment
[ ] Salary/Merit Increase [ ] Continue/Renew Contract
Date Signature of Vice President

President’s Comments:

Instructions to Human Resources:

->%-/3

Date -
HUMAN RESOURCES USE ONLY
Exit Data :
Date Received Positions Held Dates Employed Separation Date
Date Filed Reason for Separation

Initials Date Final Paycheck Issued




TEXAS COLLEGE
EMPLwYEE PERFORMANCE EVALUATION

Employee Name: _ - = S.S.N.: On File

Date Hired: Date Last Promoted: Budget Code:

Job Title: Vice President of Business & Finance Evaluation Period: From 2011 to 2012
Department Business & Finance Immediate Supervisor: T~ -

Reason for Evaluation: @ Annual [0 Mid-Year [J Probationary O Exit

ROLE AND SCOPE OF EVALUATION: A periodic performance evaluation is used by the College to
evaluate objective an employee’s past performance. After completion of this evaluation, it should be reviewed

and discussed with the employee. Please place an “X” in the appropriate block below.

Initiative

Judgment and ability to make decisions

Neatness and orderliness of work/thoroughness

Quantity of work output

Reports to work on time

X Self-control and courtesy in dealing with others

Understands and uses appropriate technology

Willingness to do work assigned

Written communication skills
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E,g! SR DEMONSTRATED JOB PERFORMANCE
X Ability to handle multiple tasks
X Ability to meet deadlines
X Ability to work without close supervision
X Acceptance and use of criticism
X Accuracy in checking for and correcting errors
X Alertness
X Consistency in checking for and correcting errors
X Consistently observes institutional policies and procedures
X Dependability
X Ease of learning new techniques and procedures

X
X
X
X
X
X
X
X

THES

PERSONAL QUALITIES

S
&

o

Capacity for independent thought and planning

Demonstrates ability to direct or manage

Demonstrates supervisory ability

Exhibits honesty and integrity

Imaginative contributions

Leadership

Loyalty

Oral communication skills

Professional appearance/grooming

Seeks self-improvement/professional development

Sense of responsibility

Staff relationships (when applicable)
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Student relationships (when applicable)




CEM 'LOYZE PERFORMANCE EVALUATION ‘~antinued)

SUMMARY STATEMENT

Supervisor’s Comments and Recommendations:

1t is a pleasure to have T . as Vice President of Business and Finance.

(Continue on separate sheet if necessary)

Personnel Action Recommended: [ ] Extend Probationary Period [

[ X ] Salarys+orsdnesagse [X]

Department Date

Employee’s Statement: [ have reviewed and discussed this performance evaluatiog'q

My comments:
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Date '
Vice President’s Comments and Recommendations:
(Continue on separate sheet if necessary)
Personnel Action Recommended: [ ] Extend Probationary Period [ ] Promotion [ ] Terminate Employment
. [ ] Salary/Merit Increase [ ] Continue/Renew Contract
Date Signature of Vice President
President’s Comments:
Instructions to Human Resources:
Date
HUMAN RESOURCES USE ONLY
, Exit Data
Date Received Positions Held Dates Employed Separation Date
Date Filed Reason for Separation

Initials Date Final Paycheck Issued




TEXAS COLLEGE
EMPLuYEE PERFORMANCE EVALUATION

Employee Name: S.S.N.: On File

Date Hired: Date Last Promoted: Budget Code:

Job Title: Acting V. P. for A A - N 5 Evaluation Period: From: 2013 to 2014

Department: Academic Affairs ... i o Immediate Supervisor: ___. _

Reason for Evaluation: @ Annual O Mid-Year [ Probationary [J Exit

ROLE AND SCOPE OF EVALUATION: A periodic performance evaluation is used by the College to
evaluate objective an employee’s past performance. After completion of this evaluation, it should be reviewed

and discussed with the employee. Please place an “X” in the appropriate block below.
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DEMONSTRATED JOB PERFORMANCE
X Ability to handle multiple tasks
X Ability to meet deadlines
X Ability to work without close supervision
X Acceptance and use of criticism
X Accuracy in checking for and correcting errors
X Alertness
X Consistency in checking for and correcting errors
X Consistently observes institutional policies and procedures
X Dependability
X Ease of learning new techniques and procedures
X Initiative
X Judgment and ability to make decisions
X Neatness and orderliness of work/thoroughness
X Quantity of work output
X Reports to work on time
X Self-control and courtesy in dealing with others
X Understands and uses appropriate technology
X Willingness to do work assigned
X Written communication skills
PERSONAL QUALITIES
X Capacity for independent thought and planning
X Demonstrates ability to direct or manage
X Demonstrates supervisory ability
X Exhibits honesty and integrity
X Imaginative contributions
X Leadership
X Lovalty
X Oral communication skills
X Professional appearance/grooming
X Seeks self-improvement/professional development
X Sense of responsibility
X Staff relationships (when applicable)
X Student relationships (when applicable)




EMPLOYEE PERFORMANCE EVALUATION  sutinued)

SUMMARY STATEMENT

Supervisor’s Comments and Recommendations:

~ provides great oversight and direction of the area of academic affairs. She has a great deal of creative
imagination to work through “hurdles.” And, her address of academic affairs with institutional effectiveness measures is insightful.

(Continue on separate sheet if necessary)

Personnel Action Recommended: [ ] Extend Probationary Period
[ ] Salary/Merit Increase

Department Date

Employee’s Statement:

My comments:

Wotioot if wacessary)

Date

Vice President’s Comments and Recommendations:
(Continue on separate sheet if necessary)
Personnel Action Recommended: [ ] Extend Probationary Period [ ] Promotion [ ] Terminate Employment
[ ] Salary/Merit Increase [ ] Continue/Renew Contract

Date Signature of Vice President
President’s Comments:
Instructions to Human Resources:

Date
HUMAN RESOURCES USE ONLY

Exit Data ;

Date Received Positions Held Dates Employed Separation Date

Reason for Separation

Date Filed

Initials Date Final Paycheck Issued




TEXAS COLLEGE
EMPLuU YEE PERFORMANCE EVALUATION

Employee Name S.S.N. On File
Date Hired Date Last Promoted Budget Code

Job Title  Acting VP Academic Affairs Evaluation Period: From__ 2012 to 2013

Department Academic Affairs Immediate Supervisor__ _ .. _._ __

Reason for Evaluation: &l Annual [] Mid-Year [ Probationary [ Exit

ROLE AND SCOPE OF EVALUATION: A periodic performance evaluation is used by the College to
evaluate objective an employee’s past performance. After completion of this evaluation, it should be reviewed

and discussed with the employee. Please place an “X” in the appropriate block below.
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DEMONSTRATED JOB PERFORMANCE
X Ability to handle multiple tasks
X Ability to meet deadlines
X Ability to work without close supervision
X Acceptance and use of criticism
X Accuracy in checking for and correcting errors
X Alertness
X Consistency in checking for and correcting errors
X Consistently observes institutional policies and procedures
X Dependability
X Ease of learning new techniques and procedures
X Initiative
X Judgment and ability to make decisions
X Neatness and orderliness of work/thoroughness
X Quantity of work output
DS Reports to work on time
X Self-control and courtesy in dealing with others
X Understands and uses appropriate technology
X Willingness to do work assigned
Written communication skills
poARp R ol i PERSONAL QUALITIES
X Capacity for independent thought and planning
X Demonstrates ability to direct or manage
X Demonstrates supervisory ability
X Exhibits honesty and integrity
X Imaginative contributions
X Leadership
X Loyalty
X Oral communication skills
X Professional appearance/grooming
X Seeks self-improvement/professional development
X Sense of responsibility
X Staff relationships (when applicable)
X Student relationships (when applicable)




EMPLOVEE PERFORMANCE EVALUATIOM ~ontinued)

SUMMARY STATEMENT

Supervisor’s Comments and Recommendations:

It is a pleasure to work with _.s: she continues to enhance the academic operations.

(Continue on separate sheel if necessary)
= ~

4 ,c;],,l"enninate Efﬁploymcnt
T :

Personnel Action Recommended: [ ] Extend Probationary Period M:Promotiq
St 5ey/Merit Increase [X]

» o i

Department ~ Date

My comments:

if necessury)

37/ v /03

Daté

Vice President’s Comments and Recommendations:

(Continue on separate sheet if necessary)

Personnel Action Recommended: [ ] Extend Probationary Period [ ] Promotion [ ] Terminate Employment
[ ] Salary/Merit Increase [ ] Continue/Renew Contract
Date Signature of Vice President

President’s Comments:

Instructions to Human Resources:

7703
Date/

1

HUMAN RESOURCES USE ONLY R
Exit Data o th
Date Received Positions Held Dates Employed Separation Date

Reason for Separation

Date Filed

Date Final Paycheck Issued

Initials




TEXAS COLLEGE
EMPLOYEE PERFORMANCE EVALUATION

Employee Name s S.S.N.

Date Hired Date Last Promoted Budget Code

Job Title  V.P. Academic Affairs __ Evaluation Period: From__ 2011 to 2012
Department Academic Affairs Immediate Supervisor |

Reason for Evaluation: [J Annual ] Mid-Year [ Probationary [ Exit

ROLE AND SCOPE OF EVALUATION: A periodic performance evaluation is used by the College to
evaluate objective an employee’s past performance. After completion of this evaluation, it should be reviewed

and discussed with the employee. Please place an “X” in the appropriate block below.

Outstanding
Very Good
Good
Adeqguate
Needs
Improvement
Inadequate
Not
Applicable
No Chance
to Observe

DEMONSTRATED JOB PERFORMANCE

Ability to handle multiple tasks
X Ability to meet deadlines
X Ability to work without close supervision

X Acceptance and use of criticism
X Accuracy in checking for and correcting errors

X Alertness

X Consistency in checking for and correcting errors

X Consistently observes institutional policies and procedures
Dependability

Ease of learning new techniques and procedures

X Initiative

X Judgment and ability to make decisions

Neatness and orderliness of work/thoroughness

b B

X Quantity of work output

Reports to work on time

Self-control and courtesy in dealing with others
Understands and uses appropriate technology
Willingness to do worlk assigned

Written communication skills

s P b o 2 I

e E i ] i ol PERSONAL QUALITIES

Capacity for independent thought and planning
Demonstrates ability to direct or manage |
Demonstrates supervisory ability

Exhibits honesty and integrity

Imaginative contributions

X Leadership

Loyalty

Oral communication skills

Professional appearance/grooming

Seeks self-improvement/professional development
Sensc of responsibility

Staff relationships (when applicable)

Student relationships (when applicable)
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EMPLOYEE. PERFORMANCE EVALUATION feontin ued)

SUMMARY STATEMENT
Supervisor’s Comments and Recommendations:
This area will need to be strengthened I e
T T (Continue on separate sheet if necessary)
Personnel Action Recommended: [ ] Extend Probationary Period [ ] Promotion ] Terminate Employment
[ ] Salary/Merit Increase [ X] Contifi it e

Department Date

Employee’s Statement: I have reviewed and discussed this performance evaluation wi

My comments: ﬁ—/“ 3 Yia w%%ym%:ék_ék%

Vice President’s Comments and Recommendations:

(Continue on separate sheet if necessary)

Personnel Action Recommended: [ ] Extend Probationary Period [ ] Promotion [ ] Terminate Employment
[ ] Salary/Merit Increase [ ] Continue/Renew Contract
Date Signature of Vice President

e/

President’s Comments:

z A Yo
y/4

Instructions to Human Resources:

Date
HUMAN RESOURCES USE ONLY o
Exit Data TR a
Date Received Positions Held Dates Employed Separation Date "
Date Filed Reason for Separation

Date Final Paycheck Issued

Initials




TEXAS COLLEGE
EMPL. YEE PERFORMANCE EVALUATION

s

Employee Name: e . S.S.N.: On File

Date Hired: 5'/;/ [2- Date Last Promoted: Budget Code:

Job Title: V.P. foi' Student Affairs Evaluation Period: From 2013 to 2014
Department: Student Affairs Immediate Supervisor: )
Reason for Evaluation: @ Annual [0 Mid-Year O Probationary [ Exit

ROLE AND SCOPE OF EVALUATION: A periodic performance evaluation is used by the College to
evaluate objective an employee’s past performance. After completion of this evaluation, it should be reviewed

and discussed with the employee. Please place an “X” in the appropriate block below.

Outstanding
Very Good
Good
Adequate
Needs
Improvement
Inadequate
Not
Applicable
No Chance
to Observe

DEMONSTRATED JOB PERFORMANCE

Ability to handle multiple tasks

Ability to meet deadlines

Ability to work without close supervision

Acceptance and use of criticism

Accuracy in checking for and correcting errors

Alertness

X Consistency in checking for and correcting errors
Consistently observes institutional policies and procedures

S e S P P P

X Dependability

X Ease of learning new techniques and procedures

Initiative
Judgment and ability to make decisions

Neatness and orderliness of work/thoroughness

b e B b

Quantity of work output

X Reports to work on time

X Self-control and courtesy in dealing with others
Understands and uses appropriate technology

5

X Willingness to do work assigned

X Written communication skills
PERSONAL QUALITIES

Capacity for independent thought and planning
Demonstrates ability to direct or manage
Demonstrates supervisory ability

X Exhibits honesty and integrity

X Imaginative contributions

X Leadership

X Loyalty

Oral communication skills

X Professional appearance/grooming

Seeks self-improvement/professional development
Sense of responsibility

Staff relationships (when applicable)
Student relationships (when applicable)
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EMPLOYEE PERFORMANCE EVALUATION ‘~ontinucd)

SUMMARY STATEMENT

Supervisor’s Comments and Recommendations:

continues to assist with the development of the student affairs areas. He is engaging, cooperative and disciplined
through the completion of tasks.

(Continue on separate sheet if necessary)

Personnel Action Recommended: [ ] Extend Probationary Period [ ] Promotion [ ] Terminate Employment
[ ] Salary/Merit Increase [ X ] ContinneiRenéw Corfract
=t y (e

Department Date

Employee’s Statement:

My comments:
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* Daté
Vice President’s Comments and Recommendations:
(Continue on separate sheet if necessary)
Personnel Action Recommended: [ ] Extend Probationary Period [ ] Promotion [ ] Terminate Employment
[ ] Salary/Merit Increase [ ] Continue/Renew Contract

Date Signature of Vice President
President’s Comments:
Instructions to Human Resources:

Date
HUMAN RESOURCES USE ONLY

Exit Data

Date Received Positions Held Dates Employed Separation Date

Reason for Separation

Date Filed

Initials Date Final Paycheck Issued




TEXAS COLLEGE

Employee Name. _ 7 | S.S.N.: On File

Date Hired: 5!/:! /Mw Date Last Promoted: Budget Code:

Job Title: V.P. for Student Affairs 'Evaluation Period: From 2012 to 2013
Department: Student Affairs Immediate Supervisor: !

Reason for Evaluation: @ Annual [0 Mid-Year [0 Probationary [ Exit

ROLE AND SCOPE OF EVALUATION: A periodic performance evaluation is used by the College to
evaluate objective an employee’s past performance. After completion of this evaluation, it should be reviewed

and discussed with the employee. Please place an “X” in the appropriate block below.
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DEMONSTRATED JOB PERFORMANCE
X Ability to handle multiple tasks

Ability to meet deadlines
Ability to work without close supervision

Acceptance and use of criticism

Accuracy in checking for and correcting errors

Alertness

Consistency in checking for and correcting errors

Consistently observes institutional policies and procedures

Dependability

Ease of learning new techniques and procedures

Initiative

Judgment and ability to make decisions

Neatness and orderliness of work/thoroughness

Quantity of work output

Reports to work on time

Self-control and courtesy in dealing with others

Understands and uses appropriate technology

Willingness to do work assigned

Written communication skills

PERSONAL QUALITIES

Capacity for independent thought and planning

Demonstrates ability to direct or manage
Demonstrates supervisory ability
Exhibits honesty and integrity

X
X Imaginative contributions
X Leadership
X Loyalty
X Oral communication skills
X Professional appearance/grooming

X Seeks self-improvement/professional development

Sense of responsibility

Staff relationships (when applicable)

Student relationships (when applicable)

e



EMPLOYEZ PERFORMANCE EVALUATION (continued)

SUMMARY STATEMENT
Supervisor’s Comments and Recommendations:
It is a pleasure to work with ®
(Continue on separate sheet if necessary)
Personnel Action Recommended: [ ] Extend Probationary Period [ ] Promotion [ ] Terminate Employment
[ 1 Salary/Merit Increase [ ] Continue/Renew ("‘_nmfict 7 .
s et gl s : v £ v
S 3 7
L ¥e4
Department Date

Employee’s Statement: I have reviewed and discussed this performance evaluation

My comments:

(Continue on separate sheet if necessary)

ol Nt S
5729 por3
Date
Vice President’s Comments and Recommendations:
(Continue on separate sheet if necessary)
Personnel Action Recommended: [ ] Extend Probationary Period [ ] Promotion [ ] Terminate Employment
[ ] Salary/Merit Increase [ ] Continue/Renew Contract

Date Signature of Vice President

President’s Comments:

Instructions to Human Resources:

r-‘-".d_

Date
HUMAN RESOURCES USE ONLY s Ty
Exit Data
Date Received Positions Held Dates Employed Separation Date

Reason for Separation

Date Filed

Date Final Paycheck Issued

Initials




TEXAS COLLEGE
EMPLOYEE PERFORMANCE EVALUATION

Employee Name: * N S.S.N.: On File
Date Hired Date Last Promoted Budget Code

Job Title VP Student Affairs, b Evaluation Period: From: 2011 to 2012
Department Student Affairs, . - “mmediate Supervisor

Reason for Evaluation: X Annual [J Mid-Year [J Probationary (I Exit

ROLE AND SCOPE OF EVALUATION: A periodic performance evaluation is used by the College to
evaluate objective an employee’s past performance. After completion of this evaluation, it should be reviewed

and discussed with the employee. Please place an “X” in the appropriate block below.
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By R R | DEMONSTRATED JOB PERFORMANCE
X Ability to handle multiple tasks
X Ability to meet deadlines
X Ability to work without close supervision
X Acceptance and use of criticism
X Accuracy in checking for and correcting errors
X Alertness
X Consistency in checking for and correcting errors
X Consistently observes institutional policies and procedures
X Dependability
X Ease of learning new techniques and procedures
X [nitiative
X Judgment and ability to make decisions
X Neatness and orderliness of work/thoroughness
X Quantity of work output

X Reports to work on time

Self-control and courtesy in dealing with others

Understands and uses appropriate technology

Willingness to do work assigned

Written communication skills
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g Capacity for independent thought and planning
X Demonstrates ability to direct or manage
X Demonstrates supervisory ability
X Exhibits honesty and integrity
X Imaginative contributions
X Leadership
X Loyalty
X Oral communication skills
X Professional appearance/grooming
X Seeks self-improvement/professional development
X Sense of responsibility
X Staff relationships (when applicable)

X Student relationships (when applicable)




EMP'.OYEE PERFORMANCE EVALUATION * ~ntinued)

SUMMARY STATEMENT

Supervisor’s Comments and Recommendations:

. continues to be an asset to the College.

(Continue on separate sheet if necessary)

Personnel Action Recommended: [ ] Extend Probationary Period [ ] Promotion [ ] Terminate Employment
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Employee’s Statement: [ have reviewed and discussed this performance evalua it
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My comments:
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Vice President’s Comments and Recommendations:
(Continue on separate sheel if necessary)
Personnel Action Recommended: [ ] Extend Probationary Period [ ] Promotion [ ] Terminate Employment
[ ] Salary.'Merit Increase [ ] Continue/Renew Contract
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