STAFF EVALUATION

OF ADMINISTRATOR
DANVILLE AREA

COMMUNITY COLLEGE
To Be Completed By June 1

FOR:
Name  Type name here                                                                                
Department  Type department here                                                                      
Title   Type title here                                                                  
Appraisal period    Type date here      Type date here                                      
From                          To

TYPE OF APPRAISAL:

                Staff Evaluation of Administrator

Instructions (Please Read Carefully):

You are being asked as an employee of Danville Area Community College to voluntarily complete this evaluation of the person to whom you report.

Do not allow personal feelings or personalities to govern your evaluation.

Because confidentiality is stressed and hoped to be achieved where possible, it is very important to the process that you complete the evaluation instrument on an anonymous basis.  Please do not sign your name or in any way identify yourself.

If Below Requirements, Needs Improvement, or Outstanding are indicated for any factor, written substantiation should be provided in the space for comments.

Please send this evaluation in an inter-office envelope marked personal and confidential to the name which appears on the attached memo for the individual being evaluated.


PURPOSE: 
The purpose of this appraisal is to provide a systematic, objective and entirely constructive method of giving feedback to the administrator to whom you report.

The administrator will have an opportunity to review a compilation of all completed staff evaluations.  His or her administrator will have the same opportunity to review the results of the staff evaluations.

DEFINITIONS FOR PERFORMANCE LEVEL DEGREES

Below Requirements: Performance shows deficiencies which seriously interfere with the attainment of the principal objectives of the position.  Performance on this factor is below the level required for retention in this position classification.

Needs Improvement: Performance has not reached a satisfactory level.  Improved performance on this factor is needed which requires a serious and concentrated effort to achieve principal objectives of this position.

Meets Requirements: Performance shows attainment of the principal objectives of the position.  Performance is consistent with reasonable expecta​tions of a well-trained, competent person in this position classification.

Exceeds Requirements: Performance shows consistent and important contributions which exceed reasonable expectations.  Performance achieve​ments are beyond the principal objectives of the position.

Outstanding:
Performance shows a level of superiority distinctive of excep​tional employees in administrative positions.  Contributions and achieve​ments are unique and are of extremely high value.

Not Applicable: Use this category when there has been no basis or opportu​nity to observe or evaluate the employee on the factor or when the factor is not applicable to the specific position being evaluated.

APPRAISAL FACTORS
                                                        PERFORMANCE LEVEL
MANAGERIAL QUALITIES AND LEADERSHIP
N/A
Below Requirements
Needs Improvement
Meets Requirements
Exceeds Requirements
Outstanding

Develops creative and well thought out objectives that achieve desired and timely results







Demonstrates creativity and innovation







Organizes work well







Establishes priorities and follows through with commitments







Completes assignments on time







Demonstrates a commitment to serving students and the community







Has an open/honest relationship with employees







Evaluates in a fair/consistent manner







Understands & demonstrates continuous improvement principles







Effective in team building







Assesses probable consequences of decisions and actions before implementation







Demonstrates flexibility and willingness to change when necessary







Able to make timely decisive decisions when necessary







Supports decisions once they are made







Completes tasks and assignments in a timely manner







Comments and/or suggestions (Especially helpful with Below Requirements, Needs Improvement, and Outstanding evaluations)


APPRAISAL FACTORS
PERFORMANCE LEVEL

UNIT ADMINISTRATION
N/A
Below Requirements
Needs Improvement
Meets Requirements
Exceeds Requirements
Outstanding

Involves employees in the development of goals/objectives for department/division







Effective in maintaining a cooperative and cohesive work group







Delegates effectively







Communicates clearly with employees







Encourages and supports staff participation in professional development activities







Comments and/or suggestions (Especially helpful with Below Requirements, Needs Improvement, and Outstanding evaluations)


APPRAISAL FACTORS
PERFORMANCE LEVEL

JOB KNOWLEDGE
N/A
Below Requirements
Needs Improvement
Meets Requirements
Exceeds Requirements
Outstanding

Demonstrates thorough knowledge of position







Demonstrates willingness and ability to carry out the

responsibilities of the position







Keeps current through acquiring new knowledge, developments and technology







Applies new knowledge, developments and technology







Follows college policies and procedures







Follows sound management practices/principles







Comments and/or suggestions (Especially helpful with Below Requirements, Needs Improvement, and Outstanding evaluations)


APPRAISAL FACTORS
PERFORMANCE LEVEL

PERSONAL QUALITIES
N/A
Below Requirements
Needs Improvement
Meets Requirements
Exceeds Requirements
Outstanding

Ability to remain calm when critical or unexpected questions arise







Is enthusiastic about his/her job







Demonstrates positive attitudes







Works effectively under pressure







Strives to improve upon past performance







Is dependable







Is results oriented; gets things done







Has trust and confidence of others







Is professional in dealing with others







Demonstrates appropriate customer service skills







Actively participates in college and community activities







Comments and/or suggestions (Especially helpful with Below Requirements, Needs Improvement, and Outstanding evaluations)


State areas where the administrator demonstrates a high level of performance:



State areas where a higher level of performance would most significantly increase the contribution of service to the college:


