BROWARD COMMUNITY COLLEGE

ADMINISTRATIVE EVALUATION FORM
	     
	
	     

	Person being evaluated

	
	Date





Rating Scale:
1 – Unsatisfactory






2 – Marginal






3 – Satisfactory






4 – Very Good






5 – Outstanding






NA – Not Applicable






DK – Don’t Know

PLANNING

	     
	
	 1.  Plans carefully and adequately.

	     
	
	 2.  Attends to details effectively.

	     
	
	 3.  Sets realistic goals consistent with overall College policies and objectives.


ORGANIZING

	     
	
	 4.  Follows through on a timely basis on assignments received and on those given to  others    

	     
	
	 5.  Maintains accurate and appropriate files and records.

	     
	
	 6.  Makes effective use of time.

	     
	
	 7.  Is accessible and provides ample time to discuss matters individually or in groups.

	     
	
	 8.  Makes efficient use of resources and adjusts them to meet emergency or changing requirements   

     with minimum adverse impact on unit operations.

	     
	
	 9.  Recognizes procedural or work flow problems and follows through with required actions.

	     
	
	10.  Assign duties so as to maximize capabilities of those involved.

	     
	
	11.  Encourages initiative and performance by delegating tasks effectively to others


COMMUNICATION

	     
	
	12.  Writes clearly, accurately and coherently.

	     
	
	13.  Is a good listener.

	     
	
	14.  States thoughts or instructions clearly, logically and in a convincing manner.

	     
	
	15.  Presents position clearly in discussions, evaluates the question, and responds.

	     
	
	16.  Is sensitive to supervisor’s and employer’s needs for information.

	     
	
	17.  Ensures that those affected by a decision have input.

	     
	
	18.  Establishes rapport and is approachable for counsel.

	     
	
	19.  Communicates effectively on the telephone.


	     
	
	     

	Person being evaluated

	
	Date





Rating Scale:
1 – Unsatisfactory






2 – Marginal






3 – Satisfactory






4 – Very Good






5 – Outstanding






NA – Not Applicable






DK – Don’t Know

EVALUATING

	     
	
	20.  Provides evaluative feedback in an open, direct, and honest manner.

	     
	
	21.  Follows through with evaluative process in a timely manner.

	     
	
	22.  Acknowledges accomplishments of staff appropriately and sincerely.


ADAPTABILITY

	     
	
	23. Demonstrates flexibility, adaptiveness, and responsiveness to changing conditions.


JUDGMENT

	     
	
	24.  Demonstrates cost consciousness and sensitivity to cost effectiveness.

	     
	
	25.  Exercises good judgment in dealing with staff problems and concerns.

	     
	
	26.  Obtains appropriate input/alternatives prior to making decisions.

	     
	
	27.  Maintains a total college perspective in making decisions.

	     
	
	28.  Handles personnel problems judiciously and ensures that decisions are made on the basis of 

       adequate and appropriate data.


ATTITUDE

	     
	
	29.  Shows respect and consideration to others.

	     
	
	30.  Has understanding attitude toward students.

	     
	
	31.  Has positive attitude about his/her work.

	     
	
	32.  Has cooperative attitude about his/her work.

	     
	
	33.  Is able to accept constructive criticism.


LEADERSHIP

	     
	
	34.  Accepts responsibility for making decisions.

	     
	
	35.  Effectively supervises personnel.

	     
	
	36.  Knows and makes effective use of talents and interests of staff.

	     
	
	37.  Effectively makes assignments and delegates commensurate authority to others in his/her area of 

        responsibility.

	     
	
	38.  Demonstrates effectiveness as a leader in motivating, guiding, and directing persons and   

       activities toward common objectives.


	     
	
	     

	Person being evaluated

	
	Date





Rating Scale:
1 – Unsatisfactory






2 – Marginal






3 – Satisfactory






4 – Very Good






5 – Outstanding






NA – Not Applicable






DK – Don’t Know

PROFESSIONALISM
	     
	
	39.  Presents a positive image in representing the College.

	     
	
	40.  Maintains his/her composure in difficult situations.

	     
	
	41.  Consistently maintains high standards in his/her work.

	     
	
	42.  Makes proper use of established administrative channel within the College.

	     
	
	43.  Demonstrates responsibility and accountability for his/her area of operation.


PROFESSIONAL DEVELOPMENT

	     
	
	44.  shows desire to learn and keep abreast of relevant professional developments.


INSTITUTIONAL COMMITMENT

	     
	
	45.  Implements effectively College policies and procedures.

	     
	
	46.  Has thorough understanding of College philosophy.

	     
	
	47.  Demonstrates perception of his/her area of responsibility in the context of the total mission and  

        organization of the College.      


OVERALL COMMENTS
Please comment on any items which you marked very low or very high and add any additional information that you feel is important.  Please use the back of this page if necessary.

	     


	     
	
	     

	Person being evaluated

	
	Date


Suggestions/Professional Growth Areas

	     



Overall Summary of Performance

	     



Evaluatee Comments

	     


	     
	
	     

	Person being evaluated

	
	Date


EFFECTIVENESS IN POSITION

	     
	
	Outstanding
	
	Individual’s performance consistently exceeds position requirements.

	     
	
	Very Good
	
	Individual’s performance clearly meets and often exceeds position requirements.

	     
	
	Satisfactory
	
	Individual’s performance meets position requirements.



	     
	
	Marginal
	
	Individual’s performance in specified areas barely meets or 

Occasionally falls below minimum position requirements.

	     
	
	Unsatisfactory
	
	Individual’s performance usually falls below minimum position requirements.


If either marginal or unsatisfactory has been checked, a developmental plan with a timetable

must be attached.

	     
	
	     

	*  Signature Evaluatee
	
	Date


* Indicates that evaluatee has read this evaluation and it has been discussed with him/her.

	I
	     
	recommend
	     
	do not recommend this administrator for continued employment.


	
	     
	     

	Signature Supervisor


	Title
	Date

	
	     
	     

	Signature Dean (if applicable)


	
	Date

	
	     
	     

	Signature VP/Provost (if applicable)


	
	Date

	
	     
	     

	Signature President


	
	Date


Send white copy to Human Resources Management-DTC, yellow copy to supervisor, pink copy to person being evaluated.
1

