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Red Clay Administrator Performance Evaluation
	EMPLOYEE INFORMATION

	Employee Name:
	
	Department/

School:
	

	Title:
	
	Type:
	Mid-Year ____
End-of-Year ____


GOALS & OBJECTIVES
· Strengthen two-way communication regarding job performance and periodically assess goals and opportunities for the department/school and the individual. 

· Establish a mutually-understood set of performance expectations.

· Recognize contributions of employees.

· Discuss opportunities for growth and development.

· Provide necessary feedback when performance does not meet expectations as situations warrants in addition to annual evaluation process.
· Align employee performance with the mission and goals of the District and Department/School.
	Rating Scale
	DEFINITION

	E= Excellent
4 Points
	Frequently exceeds job requirements. Makes contributions well beyond job demands. Seizes initiative in development and implementation of challenging work goals.  Each project or job is done thoroughly and on time. Thinks beyond details of the job, working toward the overall goals of the component.

	S = Satisfactory
3 Points

	Performance is what is expected of a fully qualified and experienced person in this position. All objectives and standards are met. Consistently meets all performance expectations and standards. Job well done. Errors are minimal and seldom repeated. Prioritizes problems and projects well. Requires normal supervision and follow-up. Almost always completes work or projects on schedule.

	P = Progressing
2 Points

	The employee is approaching expectations, but there are still areas needed to reach satisfactory standard.  Objectives and standards are generally met but full results are not totally achieved. Occasionally falls short of consistently meeting performance expectations and standards. Some performance aspects were not met – needs slight improvement. Could result from being newly appointed to the position – continuing to learn all aspects of the position.

	U = Unsatisfactory
1 Point
	The employee does not meet expectations. Objectives and standards are consistently not met. Consistently fails to meet performance expectations. Needs significant improvement. Has been on the job long enough to have shown better performance. Excessive attention by supervisor is required. Does not grasp situation when explained.  Corrective action is required.

	N/A = 0 Points

	 Does not apply to job performance expectations.


	Core Competencies
	Narrative Assessment of OBSERVED Competencies

	I.  Job Knowledge 

	· Understands how position supports the District’s strategic plan.
· Demonstrates knowledge and skills necessary to perform the job effectively and applies to critical work issues in a timely manner.
· Demonstrates willingness to learn new skills, methods, processes to enhance job performance. 

· Performs the full range of duties and responsibilities associated with the job. 
· Ability to prioritize tasks and manage time efficiently
	EVIDENCE:
·  FORMTEXT 


	
	                                                                                           RATING: 

	II. Quality & Commitment

	· Develops goals, plans, and priorities to achieve objectives; evaluates goals and accomplishments. 

· Meets deadlines in a timely and efficient manner. 

· Demonstrates effective positive customer/student service.
	EVIDENCE:
·  FORMTEXT 


	
	                                                                                   RATING: 

	III.  Teamwork & Cooperation

	· Develops and maintains professional working relationships with internal and/or external stakeholders. 

· Encourages collaboration and sharing of information.
· Makes decisions while taking into consideration how it affects others.
	EVIDENCE:

·  FORMTEXT 


	
	                                                                                  RATING:

	IV. EFFective communication

	· Writes and communicates clearly and accurately.
· Listens well; is responsive to inquiries, directions, and suggestions.
· Timely conveys information to supervisors, peers, and others.

	EVIDENCE:

· 

	
	                                                                                RATING: 

	V. Judgement & Decision Making

	· Gathers and analyzes appropriate information and data before making decisions.
· Seeks others for information and input.   


	EVIDENCE:

· 

	
	                                                                                         RATING:


	VI. initiative & creativity

	· Has initiative and creativity evidenced by improved processes, procedures and workflow.
· Promotes and facilitates creative thinking and initiatives with team members and colleagues.
· Embraces new ideas, programs and procedures, enriching or improving what has already been produced and/or developed.
	EVIDENCE:

· 

	
	                                                                       RATING: 

	VII. Leadership & Performance management *Applies to those in supervision/management positions

	· Sets clear goals and expectations for employees.

· Provides adequate support for employees to complete tasks. 

· Creates a positive work climate that encourages employee commitment to teamwork, organizational goals, and strategic plan.

· Provides informal, ongoing feedback to employees as well as formal performance evaluation.

· Supports the professional development of employees. 

· Makes effective staffing decisions.

· Manages department/school effectively during change. 

· Delegates authority and responsibility appropriately,
	EVIDENCE:
· 

	
	                                                                      RATING: 

	VIII.  budget consciousness

	· Finds and uses resources effectively.
· Demonstrates fiscal awareness as evidenced by actions and project results.

· Demonstrates fiscal responsibility and plans and controls expenditures and materials.

· Has expectations for the budget and has budget consciousness.
	EVIDENCE:

· 

	
	                                                                     RATING: 

	OVERALL RATING

	___ Exceeds Job Expectations    ___Meets Job Expectations    ___ Progressing     ____Unsatisfactory         

        (4.0-3.57)                                     (3.56-3.0)                                   (2.9-2.0)                    (1.9-1.0)


	OVERALL EVALUATION 

Consistent with the rates above, evaluate the overall performance of the staff member

	comment on employee’s strengths

· 

	comment on Areas of Improvement
· 


	goals FOR REMAINDER OF THE YEAR or NEXT YEAR

	Goal
	expected outcome/ measurable criteria
	timetable
	comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	SIGNATURES
	DATE

	​​​​​

___________________________________________________

Employee: Administrator Signature
	______________________

Date

	___________________________________________________

Supervisor: Signature

	______________________

Date
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