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Purpose 
 
The purpose of this procedure is to outline the process for conducting performance reviews for Adjunct 
employees and to provide the schedule for conducting such performance reviews. The Chief Human 
Resource Officer (CHRO) shall be responsible for designating the tool utilized for performance reviews. 
 
Procedure 
 
A. Employee performance reviews can be utilized to: 
 

1. Provide an opportunity for employees to discuss their performance and to plan for improvements 
expected in a manner that will encourage and support their professional growth and development 
as College employees. 

 
2. Establish goals or performance standards to be followed and assessed on the next review. 

 
3. Serve as the basis for taking corrective or disciplinary action against the employee. 

 
4. Assist in determining the employee’s potential for continued employment. 

 
B. The performance of adjunct instructors, teaching in programs overseen by the College’s institutional 

accrediting body, who have never been employed by the College in an adjunct role will be evaluated prior to 
the end of their first teaching term and annually thereafter, whenever employed.  

 
1.  If an employee does not teach at least one (1) credit course or the equivalent fifteen (15) contact hours  

during a review cycle, a review is not required.  
 

C. Each supervisor will schedule an appointment with each assigned employee to conduct the 
performance review. 

 
D. No changes will be made after the review meeting has been conducted and the employee has signed 

the review. 
 
E. Nothing contained in this Administrative Procedure shall interfere with or preclude the College from 

taking immediate or other action against any employee when that action is reasonably deemed 
appropriate pursuant to law and rule to that effect. 

 
F. Employees may submit a written statement providing comments in response to their performance 

review. The statement will accompany the official performance review. 
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