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Instructions for the Evaluator
Cover Page:

Complete all required elements of the Supervisor’s Evaluation Form to maintain consistent and proper documentation.  The term “employee” indicates the evaluee, i.e., the name of the administrative faculty member whom you are evaluating.
1. On page one, insert:

· The employee’s name 
· The employee’s title

· The employee’s department (this is a drop-down selection box)
· e.g., Human Resources

· The employee’s division (this is a drop-down selection box)
· e.g., Finance and Administration

· Your name as the individual conducting the evaluation

· Generally, you will be the employee’s immediate supervisor*
· If someone else is also evaluating the employee, list that individual’s name and title

· Your title

· The date on which you conducted the appraisal discussion with the employee (this is a drop-down selection box)
2. On page two of the Supervisor’s Evaluation Form, insert the employee’s name into the “footer section” of the document (replacing the term “Employee’s Name”).
Staffing changes during the year can require a more inclusive evaluation process:

1. If a faculty member served in more than one position during the evaluation period and reported to the same supervisor, then the supervisor needs to evaluate all performance for the year at this time.

a. If the previous role was in a classified staff position, and the current role is in an administrative faculty position, then all performance for the year may be evaluated on this form.

2. If a faculty member served in more than one position during the evaluation period and reported to more than one supervisor, the employee does not need to complete two separate self-reports or meet with both supervisors. 
a. The current supervisor is responsible for assessing current performance and establishing the faculty member’s overall annual rating. 
i. If possible, the current supervisor should request feedback from the previous supervisor for consideration during the employee’s performance evaluation.  

b. Alternatively, a higher-level manager may conduct the evaluation with input from both supervisors (when possible).
· The employee needs to ensure that his/her self-report provides information on all of the work that was performed during the evaluation period. 
Section I:  Evaluator’s Assessment

This section is to be completed by the evaluator of the administrative faculty member being evaluated, “the employee,” in accordance with the following instructions.  

1. Check the appropriate box to indicate if you concur with the employee’s self-report 
· Provide comments to clarify, supplement, reinforce, or correct the self-report.

· e.g., “Pat’s self report is a thorough and accurate assessment of his/her activities and contributions during the past evaluation period. Pat’s proposed goals are acceptable and are considered final.”
· Discuss and agree on revisions for the employee to make before finalizing the evaluation, when both parties are agreeable to the content modifications.
2. Indicate if the level of progress towards or accomplishment of established goals meets or exceeds expectations (“Yes”) or does not meet expectations (“No”).
· Only if SMART goals were established for the previous years, at your option, you may provide an overall rating regarding the progress towards or accomplishment of the goals using the four established categories.

· Specific

· Measurable

· Attainable/Achievable

· Relevant

· Timeframe
3. Indicate if the employee’s proposed goals are acceptable and are considered final, or if revised goals are attached to your evaluation 
· Provide comments regarding progress towards and achievement of employee’s goals and alignment of individual goals with departmental and institutional goals. If external factors prevented progress or shifted focus, please explain.
· Discuss and agree on revisions for the employee to make before finalizing the evaluation, when both parties are agreeable to the content modifications.
Section II:  Performance Profile – All Administrative Faculty 
This section evaluates the competencies (previously referred to as “performance factors”) demonstrated by the employee throughout the year. Definitions are provided on the form. No new factors or terms have been added for the 2010 evaluation period.
“Competencies” are characteristics the best employees have that enable them to be so successful; these are the attributes that differentiate excellent performance from satisfactory performance. 
· You need to assess employees based not just on the work – or what – they’ve done since their last evaluation (including goals that were accomplished), but also on how they have done the work and interacted with others.

· When considering the entire evaluation period, focus on both the regular duties that were required, and the projects/goals that were assigned. In the context of those duties and assignments, to what extent was each competency demonstrated?
· Address areas of greatest strengths and areas for ongoing improvement.

When assigning the evaluation rating, provide specific concrete examples of why the employee is at the assigned level.  Employees’ performance is considered to be “satisfactory” unless documentation is provided to substantiate a different level of performance.

Section III: Performance Profile – Supervisors and Managers 
THIS SECTION MAY BE CONSIDERED “DEVELOPMENTAL” AND IS NOT REQUIRED TO BE INCLUDED AS PART OF THE OVERALL RATING FOR 2010 EVALUATIONS. If the employee and evaluator concur, the employee can be rated in the areas listed for 2010.  Evaluation of these competencies will be required on the 2012 evaluation.
Complete in the same manner as Section II for those employees who have supervisory and management responsibilities (not including student workers or temporary staff).
Section IV: Overall Evaluation Commentary
· Provide a written assessment of the employee’s overall performance, noteworthy accomplishments or contributions, areas that require continued discussion or clarification (e.g., development of annual goals), and any other relevant information.  

· In narrative form, describe the employee’s overall performance as it pertains to assigned duties, responsibilities, goals, and objectives. The evaluator should address areas such as these:
· Did the employee achieve desired outcomes throughout the year? To what extent?

· Was the proper priority given when the employee determined areas of focus throughout the year?

· In what ways did the employee continue to grow and develop from the previous year?  Or did the employee maintain the status quo?
· What are the evaluator’s expectations and priorities for the upcoming year?

· Describe each employee’s strengths, developmental areas, and overall evaluation in a way that differentiates the employee’s performance from the performance of the other employees whom you may evaluate.
· If applicable - Address any corrective action or performance counseling that occurred during the year, including if/how progress has been made in this area.
Section V:  Overall Rating for Current Evaluation Period
Indicate the employee’s overall performance evaluation rating.  In compliance with Board policy, only the following descriptive ratings can be used: Excellent, Commendable, Satisfactory, and Unsatisfactory.
The overall rating is determined by assessing the predominant rating of the competencies when compared to all other ratings given, as well as progress towards established goals.

Mark the box that corresponds to your overall assessment of the employee’s performance by double clicking on it.  On the “Check Box Form Field Options” pop-up menu, select “Checked” under “Default values” and click OK. 
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. Please contact the Office of Human Resources for additional information.
Final Steps
1. Indicate if the position description questionnaire (PDQ) is current and accurate.  
· Current PDQs are available from the Office of Human Resources. 
· If updates are required, the revised PDQ needs to be submitted to Office of Human Resources within 30 days of the date the evaluation form is signed.
2. Print, sign, and date the original paper document. 
3. Before finalizing the evaluation and informing the employee of the overall evaluation rating, submit the completed evaluation form and the employee’s self report to the reviewer.

· The reviewer is the evaluator’s supervisor.

· Be prepared to answer any questions that the reviewer may have about the evaluation discussion, accomplishments, goals, and overall rating.

· The reviewer needs to sign and date the evaluation form.
· If the reviewer does not concur with the evaluator’s assessment, both parties need to address this issue prior to finalizing the evaluation with the employee. For assistance, contact the Office of Human Resources.
4. Present the evaluation to the employee for signature.
5. Submit completed and signed documents (self-report and evaluation form) to the Office of Human Resources no later than Friday, March 11, 2011.
· If you will not be able to meet this deadline, please notify the Office of Human Resources.

For additional information or assistance regarding any aspect of the annual performance evaluation, please contact:

Nicole Norian, Director of Human Resources 


992-2322
BW1, Suite 231
Matt Garland, Assistant Director of Human Resources  

992-2323
BW1, Suite 231
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