Coast Community College District

Management Performance Evaluation Process

	CCCD EVALUATOR/MANAGER CHECKLIST

	
	
	

	
	ANNUAL REVIEW OF GOALS AND OBJECTIVES (Manager Yearly Process)

	
	□
	Manager reviews prior year goals and objectives.  (Form Provided)

	
	□
	Manager develops new yearly goals and objectives aligned with college/department goals.

	
	□
	Manager reviews new/continuing/prior year goals and objectives with Evaluator.

	
	□
	Evaluator holds mid-year meeting with manager to discuss status of goals (Review Form Provided)

	
	
	

	
	BEHAVIORAL SURVEY (Biennial Process)

	
	□
	Append manager's prior year goals and objectives to Behavioral Survey.

	
	□
	Manager and Evaluator establish survey population.

	
	□
	Manager Behavioral Surveys are administered, collected and data summarized

	
	□
	Manager and Evaluator each independently complete a Behavioral Survey.

	
	□
	Data summary report, including comments, is forwarded to Evaluator.  (Standard report)

	
	□
	Manager receives copy of survey data summary from Evaluator.

	
	□
	Original surveys are maintained for 30 days.

	
	
	

	
	SELF-EVALUATION  

	
	□
	Manager prepares Self-Evaluation.  (Form Provided)

	
	□
	Manager submits Self-Evaluation to Evaluator following survey summary review.

	
	□
	Evaluator and manager meet to discuss manager's Self-Evaluation.

	
	□
	Evaluator includes Self-Evaluation in consideration of the manager's performance.

	
	
	

	
	MANAGER'S EVALUATION (Biennial Process)

	
	□
	Evaluator notifies manager that this is a survey year and to prepare for the evaluation.

	
	□
	Evaluator receives and reviews manager's Behavioral Survey summary and comments.

	
	□
	Evaluator and manager meet and discuss Behavioral Survey.

	
	□
	Evaluator receives and reviews manager's Self-Evaluation.

	
	□
	Evaluator completes a Performance Evaluation of the manager.  (Form provided)

	
	□
	Evaluator attaches manager’s Self-Evaluation to the Performance Evaluation.

	
	□
	Evaluator and manager meet to review manager's Performance Evaluation.

	
	
	

	
	DOCUMENTATION (End of Process)

	
	□
	Evaluator and manager retain copies of all evaluations and the survey summary.

	
	□
	Evaluation materials are forwarded to the appropriate administrator for review.

	
	□
	Evaluation materials are then forwarded to the Vice Chancellor of Human Resources  

	
	□
	Evaluation and Self-Evaluation are placed in the manager’s permanent personnel file

	
	
	


Appendix A


