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The evaluation of administrators by employees under their direct supervision is an important aspect of the annual performance evaluation process.  The process is designed to gather information that will be helpful to the administrator in improving their performance as an administrator and to provide necessary input to their respective supervisor for use in the annual evaluation of their performance.  This procedure is intended for the use of the dean, associate deans, associate directors, department heads, resident directors and other personnel who serve in an administrative capacity.

All administrators should use the attached Administrator Evaluation Questionnaire that includes a space for open comments by the evaluators.  For those administrators not serving in an academic appointment, the section on Academic Program Management can be deleted.  

Annually, each administrator should provide their immediate supervisor with a list of individuals to whom the evaluation questionnaire should be provided.  The evaluators will be notified that they have been selected to review the performance of the designated administrator.  The communication will direct the individual to a password protected site that will contain the on-line version of the questionnaire along with a deadline for completion.  Once the deadline has passed, the summary material will be downloaded and copied for the administrator and the immediate supervisor.  

For those individuals without an email account or access to the electronic questionnaire, administrators should provide a hard copy of the questionnaire.   These materials should be submitted to the dean’s office stamped confidential and will be added to the summary materials.

In addition, each administrator should develop a short self assessment that highlights the most important personal accomplishments of the administrator in the previous year and the high priority goals established for the next year.  This self assessment parallels the Faculty Service Review report and Plan of Work provided by faculty.  The summarized questionnaire and self assessment will be used as the basis for the evaluation for each administrator.

ADMINISTRATOR EVALUATION QUESTIONNAIRE

	
	Name of Administrator Evaluated:
	
	Year:
	

	
	Your Position:
	Faculty     O
	Support Staff     O
	



	On a scale of 1 to 5, rate this administrator’s performance for each item below (5=excellent, 4=very good, 3=satisfactory, 2=poor, 1= very poor).  Use CJ (for cannot judge) if you do not have enough information to rate this person’s performance.



	General Administration
	5
	4
	3
	2
	1
	CJ

	1
	Administrative actions are guided by professional values and goals.
	O
	O
	O
	O
	O
	O

	2
	Knowledgeable of policies, procedures and regulations.
	O
	O
	O
	O
	O
	O

	3
	Effective advocate for unit.
	O
	O
	O
	O
	O
	O

	4
	Makes logical and sound decisions.
	O
	O
	O
	O
	O
	O

	5
	Addresses issues promptly and effectively.
	O
	O
	O
	O
	O
	O

	6
	Implements appropriate strategies to achieve objectives.
	O
	O
	O
	O
	O
	O

	7
	Accepts responsibility to facilitate programs.
	O
	O
	O
	O
	O
	O

	8
	Seeks advice and considers divergent opinions.
	O
	O
	O
	O
	O
	O

	9
	Provides effective leadership.
	O
	O
	O
	O
	O
	O

	10
	Improves image and recognition of unit.
	O
	O
	O
	O
	O
	O


	Personnel Management
	
	
	
	
	
	

	11
	Effective recruitment of qualified personnel.
	O
	O
	O
	O
	O
	O

	12
	Objective and fair evaluation of performance and accomplishments.
	O
	O
	O
	O
	O
	O

	13
	Promotes and facilitates professional development.
	O
	O
	O
	O
	O
	O

	14
	Demonstrates respect for others.
	O
	O
	O
	O
	O
	O

	15
	Effective mentor of personnel to attain promotion.
	O
	O
	O
	O
	O
	O

	16
	Manages personnel promotions and recognitions effectively.
	O
	O
	O
	O
	O
	O

	17
	Keeps personnel informed of plans and activities.
	O
	O
	O
	O
	O
	O

	18
	Effectively addresses and resolves conflicts.
	O
	O
	O
	O
	O
	O

	19
	Encourages professional performance and productivity.
	O
	O
	O
	O
	O
	O

	20
	Deals effectively with unsatisfactory performance.
	O
	O
	O
	O
	O
	O


	Budget and Resource Management
	
	
	
	
	
	

	21
	Manages and maintains facilities effectively.
	O
	O
	O
	O
	O
	O

	22
	Implements and accomplishes improvements.
	O
	O
	O
	O
	O
	O

	23
	Prepares and administers budget effectively.
	O
	O
	O
	O
	O
	O

	24
	Uses funds efficiently and effectively.
	O
	O
	O
	O
	O
	O

	25
	Fairly allocates funding to support programs.
	O
	O
	O
	O
	O
	O

	26
	Pursues and secures additional funding for the unit.
	O
	O
	O
	O
	O
	O


	Academic Program Management
	
	
	
	
	
	

	27
	Assures curriculum achieves educational standards of program.
	O
	O
	O
	O
	O
	O

	28
	Facilitates fair and effective teaching assignments.
	O
	O
	O
	O
	O
	O

	29
	Effectively supports student recruitment and retention.
	O
	O
	O
	O
	O
	O

	30
	Effectively supports and facilitates student advising and progress.
	O
	O
	O
	O
	O
	O

	31
	Promotes teaching excellence to enhance student learning.
	O
	O
	O
	O
	O
	O

	32
	Facilitates student activities to enhance development.
	O
	O
	O
	O
	O
	O



Comments (specific strengths, weaknesses and suggestions for improvement):

