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Nevada State College
Administrative Faculty Evaluation of 2010 Performance
Supervisor’s Evaluation Form
	Employee’s Name:
	    

	Title:
	     

	Department:
	 FORMDROPDOWN 


	Division:
	 FORMDROPDOWN 


	Evaluation Period:
	January 1, 2010 – December 31, 2010

	Evaluation Conducted by:
	     

	Evaluator’s Title:
	     

	Evaluation Conducted on:
	Click here to enter a date.


	Section I:  Evaluator’s Assessment       

	Evaluator concurs with the employee’s self-report.                       FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  Yes, with the following provisions     FORMCHECKBOX 
  No

	Comments:      

	Progress towards 2010 goals met or exceeded expectations.     FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  Yes, with the following provisions     FORMCHECKBOX 
  No
Only if SMART goals were used, indicate rating (optional):

 FORMCHECKBOX 
  Excellent            FORMCHECKBOX 
  Commendable          FORMCHECKBOX 
  Satisfactory        FORMCHECKBOX 
  Unsatisfactory


	Comments:      


	Proposed goals are acceptable and considered final.                      FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  Yes, with the following provisions    FORMCHECKBOX 
  No

	Comments:      



	Section II:  Performance Profile – All Administrative Faculty  

	Competencies

(Performance Factors)

Employees receiving any rating of unsatisfactory on their evaluation must be provided with constructive feedback in the written evaluation for improving job performance, including a written plan for improvement which must be specific and must be provided at the time of the first “unsatisfactory” rating. A rating of “unsatisfactory” in any category precludes an overall rating above “satisfactory.”

	Excellent
	Commendable
	Satisfactory
	Unsatisfactory

	Accountability & Outcomes
Establishes courses of action for self and others to ensure that the work is completed efficiently and established goals are achieved. 

· Includes the volume of work produced under normal circumstances and use of time and facilities subject to the employee’s control. 
· Includes time management, i.e., performance in completing work assignments on time without close supervision. 
· Includes organizational skills, i.e., the employee’s ability to plan and organize assignments and to bring them to a desired conclusion. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      


	Section II:  Performance Profile – All Administrative Faculty (cont.)  

	Customer Focus

Makes customers and their needs a primary focus of one’s actions; develops and sustains productive customer relationships. Refers to internal customers (students, faculty, staff, supervisors, committees, etc.) and external customers (parents, other institutions and agencies, etc.). Interacts effectively with colleagues and supervisors to facilitate a productive work environment.
	Excellent
	Commendable
	Satisfactory
	Unsatisfactory

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      


	Independent Judgment & Effective Decisions
Identifies and understands issues, problems, and opportunities; compares data from different sources to draw conclusions; uses effective approaches for choosing a course or action or develop appropriate solutions; takes action that is consistent with available facts, constraints, and probable consequences. Has the latitude to exercise discretion in general performance of duties. Makes appropriate decisions regarding important matters. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      


	Initiative
Takes prompt action to accomplish objectives; takes action beyond what is required; is proactive. Is a self-starter. Identifies opportunities for action and purses without being directed to do so. Knows when it is appropriate to act and make decisions on own without the help or advice of others.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      


	Innovation
Generates original and inventive solutions in work situations; tries different and novel ways to deal with work challenges, problems, and opportunities. Develops new and unique methods to achieve departmental and institutional goals and objectives. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      



	Section II:  Performance Profile – All Administrative Faculty (cont.)  

	Subject Matter Expertise

Acquires and continually develops a proficient level of technical and professional skill or knowledge in position-related areas; keeps up with current developments and trends in areas of expertise. 
	Excellent
	Commendable
	Satisfactory
	Unsatisfactory

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      

	Work Standards

Sets high standards of performance for self and staff (if applicable); assumes responsibility and accountability for successfully completing assignments or tasks; self-imposes standards of excellence rather than having standards imposed. Is reliable and dependable. Perseveres even when presented with obstacles. Remains true to ethics, principles, and values despite adversity or opposing opinions.  Includes the accuracy, thoroughness, and neatness of products or services provided. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      


	Section III:  Performance Profile – Supervisors & Managers  

	Competencies

(Performance Factors)

Employees receiving any rating of unsatisfactory on their evaluation must be provided with constructive feedback in the written evaluation for improving job performance, including a written plan for improvement which must be specific and must be provided at the time of the first “unsatisfactory” rating. A rating of “unsatisfactory” in any category precludes an overall rating above “satisfactory.”

THIS SECTION MAY BE CONSIDERED “DEVELOPMENTAL” AND IS NOT REQUIRED TO BE INCLUDED AS PART OF THE OVERALL RATING FOR 2010 EVALUATIONS
	Excellent
	Commendable
	Satisfactory
	Unsatisfactory

	General Supervision (not including student employees).
Hires, trains, and develops capabilities of others; evaluates performance; disciplines and counsels, builds trust and positive relationships, communicates effectively.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      

	General Management
Ensures appropriate staffing and coverage. Operates within established financial and other resources. Fosters productive environment of teamwork and collaboration. Addresses challenges and problems promptly and professionally.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      

	Coaching
Provides timely guidance and feedback to help staff strengthen specific knowledge and skill areas needed to accomplish short-term and long-term tasks, solve problems, and provide services.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      

	Delegation
Considers the skills, knowledge, and expertise of the assigned individual and the characteristics of the assignment or project. Monitors the results of delegations, assignments, or projects. Provides coaching and guidance; maintains accountability for end results and final products.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      

	Effective Evaluation of Staff
Completes evaluations of staff by due dates. Reads self-report before writing evaluation of administrative faculty. Talks with employees before finalizing evaluations. Discusses performance during past year, current activities, and future goals, projects, and expectations. Establishes SMART goals.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      



	Section IV: Overall Evaluation Commentary  

	     


	Section V:  Overall Rating for Current Evaluation Period:     


	 FORMCHECKBOX 
 Excellent  

 FORMCHECKBOX 
 Commendable

 FORMCHECKBOX 
 Satisfactory

 FORMCHECKBOX 
 Unsatisfactory

Employees receiving any rating of unsatisfactory on their evaluation must be provided with constructive feedback in the written evaluation for improving job performance, including a written plan for improvement which must be specific and must be provided at the time of the first “unsatisfactory” rating. A rating of “unsatisfactory” in any category precludes an overall rating above “satisfactory.” 

	 FORMCHECKBOX 
 Position Description Questionnaire has been reviewed and remains an accurate description of required duties.  
 FORMCHECKBOX 
 Position Description Questionnaire has been reviewed and will be updated and submitted to HR within 30 days.

	Evaluator’s Signature:


Date :


Printed Name:



Reviewer’s Signature:


Date :
  

Printed Name:





	If a faculty member disagrees with his or her evaluation, he or she (a) within thirty calendar days after notification, may submit a written response (“rejoinder”) to the evaluation to be incorporated therewith, OR (b) within fifteen calendar days after notification, may submit a request to appeal the evaluation to the Office of Human Resources. Appeals are addressed through a peer review process which is coordinated by the Office of Human Resources.

I acknowledge receipt of this evaluation:      
Employee’s Signature:


Date : 





Distribution:
Original to Office of Human Resources 
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