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CSEA Agreement, July 1, 2007 — June 30, 2010 Pa

ARTICLE 14
EVALUATIONS

Evaluations are a process by which a unit member's performance and conduct on
the job are measured in accordance with District standards and expectations. As
part of this process, positive and open communications between the unit member
and the immediate supervisor are encouraged. Evaluations should reflect a unit
member's strengths and weaknesses with the general objective of maintaining or
exceeding District standards and expectations.

All permanent unit members shall be evaluated annually by the immediate
supervisor. The written evaluation and the conference in connection therewith
between the unit member and the immediate supervisor shall occur on or about
the unit member's anniversary date in the position.

All newly hired unit members shall serve a probationary period of twelve (12)
months. All probationary unit members shall be evaluated at the end of the third,
sixth and eleventh month of the probationary period. Failure to evaluate a
probationary unit member as required by this article shall in no way affect a
decision to terminate the unit member during the probationary period.

A probationary or permanent unit member who is reassigned into another
classification and is serving a six month trial service period in the new
classification shall be evaluated at the end of the third and the fifth months of such
six month trial service period.

All evaluations shall be based upon essential functions of the particular
classification as outlined in the job description and all other relevant factors
including, but not limited to, punctuality, attendance, conduct and teamwork.

Unit members serving in lead positions, upon the request of the immediate
supervisor, shall provide input and otherwise cooperate in the evaluation process.
By doing so, the lead person shall not be deemed to be the evaluator.

A sample of the evaluation forms to be utilized in the evaluation process is
contained in Appendix F.
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APPENDIX F

CLASSIFIED EVALUATION FORM



Appendix H

VICTOR VALLEY COMMUNITY COLLEGE DISTRICT
APPRAISAL

Employee Name: Date Due:
Period to be reviewed:

Position Title: Office Assistant. ~ Location/Department:

PERFORMANCE RATING SCALE

1. Unsatisfactory
2. Requires much improvement
3. Requires some improvement
4. Meets standards A ‘ ‘ ~
5. Exceeds standards SAM PI I{
6. Far exceeds standards : iV AR 4
7. Excellent
REPRESENTATIVE DUTIES: RATINGS

?Perfefm 4 variety of responsible alemai dutms to mppon a speual program c;r District function, gm: spv
including typing letters, memoranda, bulletins, reports, %ﬁheduies lists, examinations, forms or other '

;materialfs as fequested E

‘Development Plan:

‘Conmunents

gMamtam a vanety of iogs records and files related to assmned Gfﬁce ensure 3ccmaey and EMP S?V
confidentiality of documents as appropriate; sort, classify and file materials in alpha, numeric or other S
ich;tabhezhed sequence; may maintain basic program/ ﬁmctwn ﬁnanczai rccords as ass:gned E '

;Deve!opment Plan:

Comments

f?esfarm faapﬁﬁm%{ duties and answer teieph@ﬁes take and reiay mes@ages greez students and the EMP SPV
public: direct inquiries to the appropriate person or office; make telephone calls to request, provide or :
‘xm% znf@rmau@n as dzr&:z@d F
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Appendix H

VICTOR VALLEY COMMUNITY COLLEGE DISTRICT
APPRAISAL

Employee Name: Date Due:
Period to be reviewed:

Development Plan:

Comments

,"Pmude routine information and assistance o students a and the pubhc regardmg afss;gﬁed program or E!@P spv
,,tuﬂuimn E ! :

Comments ‘

f“ xpe and perﬁ)rm other clemal dutzes fdf tﬁe asszgned supmxsm? mstructars and other staff EMP SP’V
?membem as dxreuted E -

Comments

Schedule g@;}{}zﬁtmeais and meezmgs, make travel afrangf:menig a8 s*egz;gr&d maintain %’33'3{}?13 EMP SP%;
%%}zﬁmsﬁ% and gaieﬁégra E |

geye§g¥;megg %am e i e

Comments

by age Zotéa



Appendix H

VICTOR VALLEY COMMUNITY COLLEGE DISTRICT
APPRAISAL

Employee Name: Date Due:
Period to be reviewed:
;Racane applications or other documents for &smgmd program/function; rewew for accuracy E&&? SPV
farzd cnmpie:tmn E :

é(}perate a vanefy of office eqmpment such as lypexmter, fax machine and cepier operate EM
5computer eqmpmem to entei” and retrieve data, mamtmn ref;ords and generate reports

Comments

SMam{am suppiv an& material mventf}ry of asmgﬁeci area as required order, receive and d;stnbute EMP SPV
E?r,tra“t@z’ials equzpment anci supphe% as dxrected ; : ; P

Comments

Ensure the {zméi‘sf dzsg:;i;cazx}n and distribution of a zfarﬁet}; of records, reports and other materials as | EM? 3?’!1’

ui?&ﬁiﬁé

Development Plan:

Comments




Appendix H
VICTOR VALLEY COMMUNITY COLLEGE DISTRICT

APPRAISAL

Employee Name: Date Due:

Period to be reviewed:

Soand Disbretnal
Development Plan: |
Comments S

L L o . o EMP SPY
Lrain, provide work direction and coordinate schedules of student workers as assigned. gg;»g;z i

Development Plan:

Comments :
| - v e

it g
Perfonn related duties as assivned, ,

EMP 'SPV |

Comments ‘ . . . ;

OTHER RATING QUALITIES:

Attendance ' o EMP SPV
b g 4t : g

o
R —
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Appendix H

VICTOR VALLEY COMMUNITY COLLEGE DISTRICT

Employee Name:

APPRAISAL

Date Due:
Period to be reviewed:

gt’mfessional Development

Comments

Punctuaiityff

Development Plan:

‘Comments R ‘ , o o | ,

Teamwork

Development Plan:

Comments '
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VICTOR VALLEY COMMUNITY COLLEGE DISTRICT
APPRAISAL

Employee Name: Date Due:
Period to be reviewed:

OVERALL PERFORMANCE EVALUATION:

‘Overall Performance Rating

Overall Rating Narrative:

Appendix H

SIGNATURES:

%Emplayee Signature

Supervisor

: Management
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