Exhibit 1

ADMINISTRATOR EVALUATION SURVEY TO BE FILLED OUT BY CLASSIFIED STAFF
	Person Being Evaluated:
	
	
	

	
	
	
	Signature of Classified Evaluator


Administrators can better serve the College and themselves through obtaining a clear sense of their effectiveness in working with others.  By helping individuals better understand their strengths and weaknesses, a supervisor can give credit to their employees as well as assist them, through the mutual objectives part of the administrative evaluation, in improving areas where they many need additional administrative development.  

	Please check one designation after each statement:     

	Excellent
	Good
	Satis-factory
	Needs
Improve-

ment
	Don’t
Know

	
	
	
	
	
	

	ADMINISTRATIVE STYLE

	
	
	
	
	
	

	1.
Responds to disagreements/problems from a professional/rational approach.
	
	
	
	
	

	
	
	
	
	
	

	2.
Encourages discussion and open communication.
	
	
	
	
	

	
	
	
	
	
	

	3.
Effectively represents subordinates, peers, colleagues to other administrative and/or academic units.
	
	
	
	
	

	
	
	
	
	
	

	4.
Is reasonably available to peers, subordinates, faculty and/or clients for assistance and support.
	
	
	
	
	

	
	
	
	
	
	

	5.
Seeks, and carefully considers, the views of subordinates/peers/faculty/clients prior to finalizing decisions which affect them.
	
	
	
	
	

	
	
	
	
	
	

	6.
Effectively motivates his/her staff.
	
	
	
	
	

	
	
	
	
	
	

	7.
When assigning a project, takes an interest in its progress.
	
	
	
	
	

	
	
	
	
	
	

	8.
Carefully considers, and is sensitive to, the impact of his/her decisions on students.
	
	
	
	
	

	
	
	
	
	
	

	

	
	
	
	
	
	

	1.
Devotes the time and energy necessary to effectively maintain essential functions and/or services.
	
	
	
	
	

	
	
	
	
	
	

	2.
Is knowledgeable about each of the areas under his/her control
	
	
	
	
	

	
	
	
	
	
	

	3.
Is conscientious about attending meetings, responding to memos, returning phone calls.
	
	
	
	
	

	
	
	
	
	
	

	4.
Establishes realistic time frames for completion of projects.
	
	
	
	
	

	
	
	
	
	
	

	5.
Delegates work appropriately.
	
	
	
	
	

	
	
	
	
	
	

	6.
Applies policies & procedures within their area of responsibility in an equitable and 


consistent manner. 
	
	
	
	
	

	
	
	
	
	
	

	7.
Strives for quality in the work he/she produces.
	
	
	
	
	

	
	
	
	
	
	

	8.
Provides clearly defined guidelines when assigning a project.
	
	
	
	
	


Those who choose, may elaborate on the next pages narrative responses to the above statements about the individual’s performance and/or style.  It is requested that statements on strengths and weaknesses be written from a positive viewpoint.

Comments:
ADMINISTRATIVE STYLE:

1.  Responds to disagreements/problems from a professional/rational approach.

2.  Encourages discussion and open communication.

3.  Effectively represents subordinates, peers, colleagues to other administrative and/or academic units

4.  Is reasonably available to peers, subordinates, faculty and/or clients for assistance and support.

5.  Seeks, and carefully considers, the views of subordinates/peers/faculty/clients prior to finalizing decisions which affect them.

6.  Effectively motivates his/her staff.

7.  When assigning a project, takes an interest in its progress.

8.  Carefully considers, and is sensitive to, the impact of his/her decisions on students.

GENERAL PERFORMANCE:

1.  Devotes the time and energy necessary to effectively maintain essential functions and/or services.

2.  Is knowledgeable about each of the areas under his/her control.

3.  Is conscientious about attending meetings, responding to memos, returning phone calls.

4.  Establishes realistic time frames for completion of projects.

5.  Delegates work appropriately.

6.  Applies policies & procedures within their area of responsibility in an equitable and consistent manner.

7.  Strives for quality in the work he/she produces.

8.  Provides clearly defined guidelines when assigning a project.
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