
	
	State of Georgia

PERFORMANCE MANAGEMENT FORM

(PMF)


	

	Organizational Unit
	
	
Print Date




	
	
	

	Organization Number
	
	

	Employee Information

	Last Name, First Name  MI
	Employee ID#
	Position No.
	Performance Period

	
	
	
	From:
	
	
	

	Class/Job Title
	Class/Job Number
	Supervisor Position No.
	Supervisor’s Title and Class/Job Number

	
	
	
	

	Performance Plan Signatures

	
Performance Plan Signatures—Employee
I understand my job and individual responsibilities, the performance expectations, and the terms and conditions under which I am expected to work.

Comments:
	
Performance Plan Signatures—Supervisor/Manager
I have discussed the job and individual responsibilities, performance expectations, and terms and conditions with the employee.

Comments:

	
	

	Date




Employee Signature

I understand the changes made to my responsibilities and performance expectations or terms and conditions.

Date




Employee Signature
	Date    


Evaluating Supervisor Signature

I have reviewed the Performance Plan and find the requirements appropriate.

Comments:

Date 



Reviewing Manager Signature

	[   ]  Annual Performance Evaluation           [   ]  Mid-Year Evaluation
	 [   ]  Personnel File      [   ]   Employee Copy     [   ]  Supervisor Copy

	Ratings for Competencies:

Outstanding—Performance and results achieved always exceed the standards and expectations for the position.

Exceeds Expectations—Performance and results achieved usually exceed the standards and expectations of the position.

Meets Expectations—Performance and results achieved typically meet the standards and expectations of the position.

Needs Improvement—Performance and results achieved sometimes fail to meet the standards and expectations of the position.

Unsatisfactory—Performance and results achieved never meet the standards and expectations of the position.


	Section 1:  Job Knowledge

	Competency
	Comments
	Rating

	Demonstrates knowledge of the job assigned and the policies and procedures required for job performance.
	
	(  )  Outstanding 
(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory 

	Uses tools and resources available to accomplish technical and professional requirements of the job.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Stays abreast of TCSG, college, and department changes; swiftly and correctly implements those changes.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Proactively solves problems; refers problems outside purview to the appropriate person or department.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Establishes and evaluates achievement of work-related goals, objectives, and activities.  Consistently complies with quality standards and meets deadlines; maintains focus on College goals.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Section 2:  Productivity/Quality

	Uses time wisely; successfully manages competing priorities.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Strives to improve department productivity, efficiency and quality.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Able to work independently and make sound decisions, but seeks supervisor input when appropriate.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Ensures quality instruction throughout the division.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Section 3:  Communication Skills

	Responds promptly and appropriately to requests and complaints.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Understands that all employees have customers, internal and external, that they provide services and information to; honors all of the College’s commitments to customers by providing helpful, courteous, accessible, responsive and knowledgeable service.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Utilizes effective oral and written communication skills.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Cooperates with others to accomplish common goals; works with employees within and across his/her department to achieve shared goals; treats others with dignity and respect and maintains a friendly demeanor; values the contributions of others.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Follows up on pending issues/problems to achieve closure.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Section 4:  Dependability

	Reports to work on time and works assigned schedule.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Completes daily assignments with little to no direction.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Accepts full responsibility for self and contribution as a team member.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Performs other duties as assigned to fulfill needs and the purpose of the college or the division.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Section 5:  Institutional Involvement

	Adheres to the rules and regulations stated in the TCSG Policy Manual and to the policies and procedures of the college.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Understands and supports the college mission and the institutional roles of faculty, staff and students.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Models good work ethics and institutional and department commitment.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Creates and maintains a high performance environment characterized by positive leadership and a strong team orientation.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	Participates in professional development activities designed to improve job performance.
	
	(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	

	Section 6: Overall Ratings
	Section 7:  Increase Recommendation

	Overall Rating 

(  )  Outstanding 

(  ) Exceeds Expectations

(  ) Meets Expectations

(  ) Needs Improvement

(  ) Unsatisfactory

	
	[   ]  NOT Eligible for Performance-Based Increase*

[   ]  Eligible for Performance-Based Increase

	

	Reviewing manager’s comments (if any): 
Section 8:  Evaluation Signatures

	Employee Signature and Comments:
I have reviewed the contents of this form with my supervisor and have been advised of my ratings and employment status or increase eligibility status.  I have made any comments I wish in this section.  My signature does not necessarily indicate agreement.
	
Supervisor/Manager Signatures and Comments
This rating reflects my evaluation of the employee's performance.  I have discussed this evaluation with the employee.



	
	

	
	Date                   
       Evaluating Supervisor Signature

	
	Date                                    
        Reviewing Manager Signature



	Date                  
Employee Signature
	      
Date                     
   Appointing Authority Signature (optional)

	Section 9:  Employee Action Plan

	Instructions:  List developmental goals or areas for improvement that will be addressed by on-the-job development assignments and/or by formalized training experiences.  Indicate actions to be taken by supervisor and/or employee and specify the time frame for their completion.  At the end of the performance period, describe any progress the employee has made in meeting development or improvement goals.

	Developmental Goals/Areas for Improvement
(Employee's and Supervisor's Input)
	Planned Development/Training Activities
(Agreed Upon by Employee and Supervisor)
	Actual Progress

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


