DIXIE STATE COLLEGE

ADMINISTRATOR EVALUATION

	Employee:
	
	Department:
	

	Position:
	
	Date:
	

	Supervisor:
	
	
	


Directions

· The supervisor shall randomly select employees to confidentially participate in the evaluation.

· Evaluation of deans: the supervisor shall randomly select three faculty or staff members in the division including one of the department chairs and the majority being faculty members.

· Evaluation of vice presidents: the supervisor shall randomly select three faculty or staff members supervised by the administrator being evaluated.

· Administrator evaluation information is kept strictly confidential and the evaluated administrator retains the only copy of the evaluation report. 

Rating Scale

1) I have too little information to answer fairly or it is not applicable

2) Definitely true

3) Frequently true

4) Seldom true

5) Never true

Part A: Communication

1)too little info or not applicable        2)definitely true        3)frequently true        4) seldom true        5) never true

	
	Rating

	Communicates with you in a timely fashion
	

	Conducts decisive conferences and interviews
	

	Listens well and is receptive to the ideas of others
	

	Is tactful in conveying discipline or constructive criticism
	

	Writes letters and makes statements that seldom need clarification
	

	Has sufficient contact with you
	

	Shares important information willingly and in an organized manner
	

	Responds to difficult situations with professional courtesy
	


Part B: Decision Making/Judgment

1)too little info or not applicable        2)definitely true        3)frequently true        4) seldom true        5) never true

	
	Rating

	Balances and validates conflicting information effectively and fairly. 
	

	Seeks and uses advice appropriately
	

	Gathers pertinent facts before acting
	

	Applies policy consistently and fairly

	

	Responds to situations in an appropriate and timely manner
	


Part C: Planning/Organizational Skills

1)too little info or not applicable        2)definitely true        3)frequently true        4) seldom true        5) never true

	
	Rating

	Plans ahead for those activities under his/her supervision
	

	Delegates responsibilities appropriately 
	

	Keeps goals up-to-date and clearly stated
	

	Is receptive to constructive suggestions for change
	

	Encourages initiative and innovation
	

	Is able to prioritize tasks efficiently and effectively
	


Part D: Leadership

1)too little info or not applicable        2)definitely true        3)frequently true        4) seldom true        5) never true

	
	Rating

	Identifies defined goals
	

	Assigns duties so as to maximize capabilities of those involved
	

	Is able to give firm direction when needed
	

	Demonstrates a firm commitment to the principles of affirmative action
	

	Appoints effective committees
	

	Works well with committees
	

	Exhibits high work standards and a sense of quality
	

	Demonstrates a clear understanding of the role and scope of his/her position’s assignments and responsibilities 
	

	Sustains momentum of effort toward difficult tasks
	


Part E: Problem Solving

1)too little info or not applicable        2)definitely true        3)frequently true        4) seldom true        5) never true

	
	Rating

	Is sensitive to potential problems when plans are not working out in practice
	

	Is able to cope with unanticipated events in an effective manner
	

	Gathers adequate information on a problem before acting
	

	Devises appropriate methods for resolving problems
	

	Uses the special talents of others to aid in problem solving
	

	Is able to encourage action to a problem without creating undue alarm
	


Part F: Human/Public Relations

1)too little info or not applicable        2)definitely true        3)frequently true        4) seldom true        5) never true

	
	Rating

	Is trustworthy (maintains confidences, takes a consistent position with different audiences, follows through on promises, etc.)
	

	Creates a generally supportive work environment
	

	Gives proper and generous credit to others for their contributions
	

	Is available for counsel when needed and appropriate
	

	Understands the college well enough to refer matters to appropriate offices for effective action
	

	Represents the college and its interests effectively to others (alumni, other administrators, the general public, students, etc.)
	

	Is sensitive in dealing with student problems and needs
	

	Establishes rapport easily and is approachable
	

	Is effective in obtaining unity between individual, department and college objectives
	

	Balances praise and criticism constructively
	

	Is respectful of employee differences (including gender, disabilities, and race)
	


Related Concerns/Comments in section(s):

	A

Communication


	

	B

Decision Making/Judgment


	

	C

Organizational Skills/Planning


	

	D

Leadership


	

	E

Problem Solving


	

	F

Human/Public Relations


	







































































