
Umpqua Community College
Administrator Evaluation Process

The administrator evaluation process provides an ongoing, systematic process which provides individuals with feedback on performance, establishes goals and objectives for the coming year, recognizes excellence, and identifies areas for growth.  The process utilizes annual evaluations as well as peer/subordinate review, and provides an official cumulative record of each administrator’s performance. The overall goal of the evaluation process is to develop and maintain high performing administrators at Umpqua Community College.
The process should begin by the end of Winter term so that the evaluation is finalized by May 15th.  Two important components of the evaluation process are the Core Competencies and the 360 Feedback Process.  

The college has identified eleven core competencies which are key to successful administrators. The competencies should be reviewed during the self-evaluation as well as completion of the annual performance review.
The 360 feedback process is designed to provide information to the evaluee’s supervisor regarding the administrator’s performance of the core competencies, as well as the administrator’s strengths and areas which need improvement.

Annual Evaluation Process:

· Evaluee prepares self evaluation, using Annual Self Evaluation Form and forwards to Supervisor.

· Evaluee and supervisor meet to review prior year and establish expectations for coming year.

· Supervisor completes evaluation using Annual Performance Review Form to be signed by Evaluee and supervisor.  Evaluee has the option of adding comments to the final evaluation.
· Final evaluation is forwarded to Human Resources to be filed in evaluee’s personnel file. A copy of the final evaluation will be provided to the Evaluee and her/his second level supervisor.
· The self evaluation will be placed in the personnel file at the request of the Evaluee.
360 Feedback Process 

The 360 Feedback process normally will be conducted prior to the annual evaluation process during the first year of an administrative appointment, and every three years following.  Evaluee submits the names of 12-15 evaluators (peers, subordinates, faculty, staff, students, external clients, etc.) to Supervisor.
· Supervisor selects 8-10 evaluators from the list provided by the Administrator to provide feedback.  

· Completed feedback forms are returned to Supervisor for compilation by her/his key administrative support person.

· Feedback compilation will be forwarded to the Supervisor for review purposes only.
At the request of the supervisor or the evaluee, the 360 Feedback process may be conducted more frequently than every three years. 
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Umpqua Community College
Administrator Annual Self Evaluation

	Administrator’s Name
	

	Administrator’s Dept.
	

	Administrator’s Title
	

	Review Period
	From                        to

	Supervisor’s Name
	

	Supervisor’s Title
	


Position Linkage with College Mission and Goals

Give a brief summary of how the duties and responsibilities of your position link or contribute to the achievement of the college’s mission and goals.

	


Part 1: Performance Feedback

Describe how well you have done in carrying out job responsibilities and performance expectations during the past year.

	


Part 2:  Expectations for the Next Year
Identify specific objectives, outcomes, special assignments and/or core competencies upon which you should focus to reinforce your success and contribution to the college during the next year.

	 


Part 3:  Training & Development

Identify training and development needs and opportunities which you should focus on during the next year.

	


Part 4:  Organizational Support 

Identify your suggestions as to how your supervisor, co-workers, and/or college management can support you in your present position and with future career goals. 

	


_______________________________________________
__________________

Evaluee’s Signature





Date

Umpqua Community College
Administrator Annual Performance Review

	Administrator’s Name
	

	Administrator’s Dept.
	

	Administrator’s Title
	

	Review Period
	From                        to

	Supervisor’s Name
	

	Supervisor’s Title
	


Position Linkage with College Mission and Goals

Give a brief summary of how the duties and responsibilities of this position link or contribute to the achievement of the college’s mission and goals.

	


Part 1: Performance Feedback

Describe how well this administrator had done in carrying out job responsibilities and performance expectations during the past year.

	


Part 2:  Expectations for the Next Year
Identify specific objectives, outcomes, special assignments and/or core competencies upon which this administrator should focus to reinforce her/his success and contribution to the college during the next year.

	 


Part 3:  Training & Development

Identify training and development needs and opportunities which this administrator should focus on during the next year.

	


Part 4:  Organizational Support 

(To be completed by the evaluee) Identify your suggestions as to how your supervisor, co-workers, and/or college management can support you in your present position and with future career goals. 

	


____________________________________________     
___________________________________

Supervisor’s Signature


Date


Evaluee’s Signature

Date

____________________________________________

__________________________________

EC Member’s Signature


 Date


President’s Signature
            Date

Evaluee’s Comments (see attached) 

Revise job description?  Yes ____    No _____
(If yes, attach a copy) 
Umpqua Community College
Administrator Performance Evaluation—360 Feedback
	Administrator Name
	

	Administrator Title
	

	Administrator Dept.
	

	Date
	

	Evaluator’s Relationship to Administrator
	 (Peer)      (Staff)     (Faculty)     (Student)     (Other)


Using the following scale, please rate this administrator’s performance related to the core competencies listed below:

E – Excels


A – Acceptable     

N – Needs Improvement

Core Competency

  Comments                                                                                        Scale

	Accountability


	
	

	Adaptability


	
	

	Communications

Effectiveness
	
	

	Creativity & Innovation


	
	

	Customer Focus


	
	

	Ethics & Integrity


	
	

	Inclusiveness


	
	

	Performance Leadership


	
	

	Relationship Building


	
	

	Results Orientation & Initiative
	
	

	Teamwork


	
	


Identify strengths of this administrator

	


Identify areas in which this administrator could use additional training

	


Additional Comments

	


Performance Feedback Provided by (print name)
	____________________________________________              _____________

Signature                                                                                       Date


Umpqua Community College

Administrator Core Competencies 

Brief
· Accountability

Accepts personal responsibility for the quality and timeliness of work. Can be relied upon to achieve excellent results with little need for oversight.
· Adaptability

Adapts easily to changing needs, conditions and work responsibilities. Adapts approach, goals and methods to achieve successful solutions and results in dynamic situations.
· Communications Effectiveness

Conveys clear, timely, persuasive messages that positively influence the thoughts and actions of others.

· Creativity & Innovation

Develops innovative ideas that provide solutions to all types of workplace challenges.

· Customer Focus

Builds and maintains internal and external customer satisfaction with the products and services offered by the college.

· Ethics & Integrity

Earns the trust, respect, and confidence of coworkers and customers through consistent honesty, forthrightness and professionalism in all interactions.

· Inclusiveness

Actively contributes to a work environment that embraces diversity and uses diverse perspectives to enhance the attainment of organizational goals.
· Performance Leadership

Creates and nurtures a performance-based culture that supports efforts to accomplish the college’s mission and goals.

· Relationship Building

Builds constructive working relationships characterized by a high level of acceptance, cooperation and mutual respect.

· Results Orientation & Initiative

Focuses on results and desired outcomes and how best to achieve them. Identifies what needs to be done and proactively takes appropriate action. Gets the job done.

· Teamwork
Willing to help others, to resolve problems quickly, and get along with co-workers; maintains a positive, supportive work environment; promotes a “can do” attitude to achieving goals.

