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Performance Planning and Appraisal Review 



                               Part Time/Adjunct Faculty Member


	Name:
	
	Employee ID:


	

	Job Title:
	
	Department:


	

	Performed by:
	
	Date of Review:


	

	Annual Review 

Date:
	
	Performance Period From/To:
	


Rating Definitions

5 Consistently Exceeds Expectations Produces high-quality performance results day after day, without exception; takes initiative and consistently performs beyond the scope of position.

4 Consistently Meets and Frequently Exceeds Expectations Consistently meets the requirements of the job; frequently exceeds many aspects of his/her job requirements.

3 Consistently Meets Expectations Consistently performs all job duties in a satisfactory manner.  Every aspect of an employee’s performance meets requirements.  An experienced, well-trained employee typically achieves this level of performance.
2 Sometimes Meets Expectations Employee requires regular supervision and direction; inexperienced employee who may be new to his/her position or someone who is struggling with meeting performance expectations.
1 Does Not Meet Expectations Does not satisfy requirements of the job; performance is inadequate; requires performance counseling and immediate improvement.

	                                      Key Job Elements
	   Rating

	1.  Establishes a learning centered classroom conducive to collaborative learning and student involvement.


	

	2. Performs student assessment of learning objectives based on course curriculum, course syllabus and exit competencies.


	

	3. Demonstrates a commitment to student success in fostering academic and career goals and partnering in the learning process.


	

	4. Communicates constructive feedback at each class period; provides weekly constructive feedback to students.
	

	5. Performs classroom set up in a timely manner; arrives prior to class start, maintains an active presence, and provides active classroom instruction for the entire class period.


	

	6. Has knowledge of and utilizes available academic resources and directs each student in ways that foster a successful learning experience, incorporating in the use of lesson plans.


	

	7. Is accessible and assist students in solving problems promptly that may impede successful course completion through advising and/or referrals; enforces institute academic and attendance policies.


	

	8. Communicates appropriately with faculty, staff and administration; expresses ideas and thoughts clearly in written form, and in a professional manner. Involved in the school community.


	

	9. Keeps accurate records; submits grades, attendance and other reports on time.
	

	10.  Maintains required academic credentials; continues to develop professional and technical skills; remains current on related software or industry trends as appropriate.

	

	Overall Performance Rating

(To calculate, press F9 key in Overall Performance Rating field)


	!Zero Divide 



Strengths: 

	


Areas for Improvement:

	


Faculty Comments: 

	


Career/Development Goals: 

	


Signatures
	
	


Supervisor








Date
	
	


Employee








Date
	
	


Appraiser’s Supervisor






Date
	Prior to Conducting a PPAR

The following Faculty Appraisal Form 

is to be given to the faculty member.




	Name:
	Job Title:


Our performance appraisal is designed to be beneficial to you, your instructional supervisor and The Art Institute. By completing this worksheet you help to ensure that your views are considered as your performance is being appraised, and help to make your appraisal meeting as meaningful and productive as possible. If additional space is required, attach a separate sheet.

1.  ACCOMPLISHMENTS: Review each of the key job elements and performance expectations from your copy of the planning section of the Performance Planning and Appraisal Review form.  In this section, describe the contributions and accomplishments you have made during this review period in each of your key job elements.   
	Key Job Elements
	Employee Contributions & Accomplishments

	Establishes a learning centered classroom conducive to collaborative learning and student involvement.
	

	Performs student assessment of learning objectives based on course curriculum, master course syllabus and exit competencies.
	

	Demonstrates a commitment to student success in fostering academic and career goals and partnering in the learning process.
	

	Communicates constructive feedback at each class period; provides weekly constructive feedback to students.
	

	Performs classroom set up in a timely manner; arrives prior to class start, maintains an active presence, and provides active classroom instruction for the entire class period.
	

	Has knowledge of and utilizes available academic resources and directs each student in ways that foster a successful learning experience, incorporating in the use of lesson plans.
	

	Is accessible and assist students in solving problems promptly that may impede successful course completion through advising and/or referrals; enforces institute academic and attendance policies.
	

	Communicates appropriately with faculty, staff and administration; expresses ideas and thoughts clearly in written form, and in a professional manner. Involved in the school community.
	

	Keeps accurate records; submits grades, attendance and other reports on time.
	

	Maintains required academic credentials; continues to develop professional and technical skills; remains current on related software or industry trends as appropriate.
	


2.  PERFORMANCE DIFFICULTIES: Describe any difficulties you had during this review period which made your performance less effective than it could have been. Discuss why you believe you had these difficulties.

3.  IMPROVEMENT PLANS: Reflect on your key job elements, your performance expectations, your accomplishments and your difficulties.  Discuss any plans which you feel will result in improvement of your performance. You and your instructional supervisor will spend time discussing these plans to ensure they are realistic and in line with other department activities.  Plans might include development needed, support needed from others, equipment, etc.

4.  ADDITIONAL COMMENTS: If you desire, indicate any special areas you wish to discuss as part of your appraisal interview (i.e. personal career interests, concerns, ideas, etc.)

	EMPLOYEE SIGNATURE
	DATE
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