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Administrative Performance Evaluation


	Employee’s Name:
     
	Employee ID:      
	Grade:     

	Position:       

	Department:      

	Supervisor:
     
	Period of Evaluation:        



Basic Instructions


Supervisors and employees should reference the “Resource Guide and Training Manual” for specific procedures and the Administrative Appointment (#4.51) and Administrative Evaluation System (#4.61) for adherence to university policy.  The basic instructions are provided as a brief overview.
Supervisor:  Insert Job Description

Employee:  Make suggestions for changes to job description if needed.

1. Administrators on continuous contract status (employed at least six months)


· March 1 – 31 -  Supervisor and employee jointly develop objectives for the new appraisal year. 
· Periodic review of the employee’s work performance is recommended.

· Mid-year review – Supervisor and employee should meet to review and update objectives.
· April 1 – 30 - Annual evaluation of the prior year’s work performance is completed:
Supervisor requests employee input on performance.

Supervisor and employee meet to review performance.

Supervisor finalizes performance evaluation and submits documents to the

personnel department, copy to the employee.

Employee may request reconsideration.

2.   Probationary Status (employed less than 6 months) Administrators


· Within 30 days of hire – Supervisor and employee jointly develop objectives.
· Third (3rd) month of employment - Supervisor and employee meet to evaluate employee’s performance.
· Fifth (5th) month of employment – Supervisor and employee meet to evaluate employee’s performance and determine status of employment

· At the conclusion of the sixth (6th) month, the supervisor may extend the probationary status up to three (3) additional months, then must either terminate employee if warranted, or grant continuous contract status per university policy. 

Objectives/Goals

	Complete at beginning of

evaluation period.
	Employee’s Objective/Goal:       

	
	Time table:       

	
	Resources Needed:       

	

	Complete at end of

evaluation period.
	Supervisor’s Comments:       

	
	 FORMCHECKBOX 
 Does Not Meet Basic Expectations     FORMCHECKBOX 
Meets Basic Expectations     FORMCHECKBOX 
 Exceeds Basic Expectations


	Complete at beginning of

evaluation period.
	Employee’s Objective/Goal:       

	
	Time table:       

	
	Resources Needed:       

	

	Complete at end of

evaluation period.
	Supervisor’s Comments:       

	
	 FORMCHECKBOX 
 Does Not Meet Basic Expectations     FORMCHECKBOX 
Meets Basic Expectations     FORMCHECKBOX 
 Exceeds Basic Expectations


Objectives/Goals (Continued)

	Complete at beginning of

evaluation period.
	Employee’s Objective/Goal:       

	
	Time table:       

	
	Resources Needed:       

	

	Complete at end of

evaluation period.
	Supervisor’s Comments:       

	
	 FORMCHECKBOX 
 Does Not Meet Basic Expectations     FORMCHECKBOX 
Meets Basic Expectations     FORMCHECKBOX 
 Exceeds Basic Expectations


	Complete at beginning of

evaluation period.
	Employee’s Objective/Goal:       

	
	Time table:       

	
	Resources Needed:       

	

	Complete at end of

evaluation period.
	Supervisor’s Comments:       

	
	 FORMCHECKBOX 
 Does Not Meet Basic Expectations     FORMCHECKBOX 
Meets Basic Expectations     FORMCHECKBOX 
 Exceeds Basic Expectations


Objectives/Goals (Continued)

	Complete at beginning of

evaluation period.
	Employee’s Objective/Goal:       

	
	Time table:       

	
	Resources Needed:       

	

	Complete at end of

evaluation period.
	Supervisor’s Comments:       

	
	 FORMCHECKBOX 
 Does Not Meet Basic Expectations     FORMCHECKBOX 
Meets Basic Expectations     FORMCHECKBOX 
 Exceeds Basic Expectations


	Complete at beginning of

evaluation period.
	Employee’s Objective/Goal:       

	
	Time table:       

	
	Resources Needed:       

	

	Complete at end of

evaluation period.
	Supervisor’s Comments:       

	
	 FORMCHECKBOX 
 Does Not Meet Basic Expectations     FORMCHECKBOX 
Meets Basic Expectations     FORMCHECKBOX 
 Exceeds Basic Expectations


Objectives/Goals (Continued)

	Complete at beginning of

evaluation period.
	Employee’s Objective/Goal:       

	
	Time table:       

	
	Resources Needed:       

	

	Complete at end of

evaluation period.
	Supervisor’s Comments:       

	
	 FORMCHECKBOX 
 Does Not Meet Basic Expectations     FORMCHECKBOX 
Meets Basic Expectations     FORMCHECKBOX 
 Exceeds Basic Expectations


	Complete at beginning of

evaluation period.
	Employee’s Objective/Goal:       

	
	Time table:       

	
	Resources Needed:       

	

	Complete at end of

evaluation period.
	Supervisor’s Comments:       

	
	 FORMCHECKBOX 
 Does Not Meet Basic Expectations     FORMCHECKBOX 
Meets Basic Expectations     FORMCHECKBOX 
 Exceeds Basic Expectations


Performance Appraisal – work behaviors:

The supervisor should place a check in the box that best illustrates his/her assessment of work behaviors observed in the context of the administrator's duties as defined by the current job description.  If the behavior is not applicable, check N/A. 

	Complete at the end of evaluation period.
	Work Behaviors:


	Exceeds Basic Expectations
	Meets Basic Expectations
	Does Not Meet Basic Expectations
	N/A

	
	Productivity:  Exerts effort and shows initiative in starting, carrying out and completing tasks; spends time effectively performing work.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Adaptability To Work:  Picks up new ideas and procedures quickly; is easy to instruct; can adapt to the demands of new situations; understands and carries out oral or written instructions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	
	Problem Solving:  Devises effective solutions to problems or identifies effective methods and procedures for accomplishing objectives.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Working Relationships:  Sensitive to the behavior of fellow workers, supervisors and subordinates; maintains effective working relationships with others.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Communication:  Communicates clearly and effectively, whether orally or in writing.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Self Sufficiency:  Works independently with little need for additional supervision or help; follows through; accomplishes all tasks required to complete a job on his/her own. 
	 FORMCHECKBOX 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Job Knowledge:  Exhibits basic knowledge of job, familiarity with other department functions related to job, and understanding and observance of specific job duties. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	
	Work Management:  Plans and organizes work; follows or implements the Board of Trustees Policy and Procedures as necessary.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Leadership:  Motivates peers or subordinates, evaluates subordinates fairly and consistently, fosters teamwork, participates in university and/or community service.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Comments:       


Employee Section

	Complete at end of evaluation period.
	General Comments:

(Attach a separate sheet if needed)

     

	
	Recommendations for your continuing development.       


Supervisor Section

	Complete at end of evaluation period.
	Describe employee’s outstanding accomplishment(s) since last evaluation:

(Attach a separate sheet if needed)

     

	
	Recommendations for continuing development:       


Probationary Employee Section


	Probationary Evaluation
	

	
	Evaluation Period:
	Third Month
	Sixth Month
	Probationary

Extension

	
	Does not meet basic expectations


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Meets basic expectations


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Exceeds basic expectations


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Date of evaluation


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Unsatisfactory performance demonstrated           FORMCHECKBOX 
Yes                          FORMCHECKBOX 
No



	
	Probationary extension        FORMCHECKBOX 
Yes             FORMCHECKBOX 
No        Dates of extension      


	
	Continuous contract status     FORMCHECKBOX 
Yes                FORMCHECKBOX 
No         (Probationary employees only)




Continuous Contract Employee Section

	Complete at end of evaluation period.
	Administrator’s Overall Performance

	
	Does not meet basic expectations


	 FORMCHECKBOX 

	Comments:       

	
	Meets basic expectations


	 FORMCHECKBOX 

	

	
	Exceeds basic expectations


	 FORMCHECKBOX 

	

	
	Performance improvement plan needed:           FORMCHECKBOX 
Yes                          FORMCHECKBOX 
No

Periodic Review Meetings (As needed)

	
	     
	     
	     
	     
	     
	     

	
	Date
	Date
	Date
	Date
	Date
	Date


	Complete at end of evaluation period.
	 Supervisor Signature:                                                                             Date:

	
	 Employee Signature:                                                                               Date:

	
	My signature above indicates that I have reviewed the contents of this rating and have had an opportunity to discuss any questions I might have with the rating authority.  I understand that I have the right to appeal this rating through procedures outlined in the Administrative Evaluation System (#4.60; Section 6.0).

	
	I request that this evaluation be reconsidered.      FORMCHECKBOX 
Yes                FORMCHECKBOX 
No

(If yes, please list reasons on separate sheet.)
Next Level Signature: 
Date:
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