AP 7150 Evaluation

Reference:
Accreditation Standard INA. 1.b

Refer to Antelope Valley College Faculty collective bargaining agreement Article VI, Tenure
and Evaluation. '

Refer to Antelope Valley College Classified collective bargaining agreement Article IX,
Evaluation and Discipline of Unit Members

EVALUATION OF ADMINISTRATORS

Scope

This evaluation procedure applies to the following administrative staff members: Vice
Presidents, Deans, and Directors who are not members of the classified service or the faculty
collective bargaining unit.

Philosophy

The administrative evaluation process, by identifying an individual's areas of special
competence as well as ways to improve and grow, is aimed at the betterment of personal
performance, thereby enhancing the effectiveness of the College's administrative services
and the quality of the educational experience provided to students. The goal of evaluation is
to acknowledge and encourage high performance levels, motivating individuals to become

more effective.

A formal evaluation provides administrators the opportunity to reflect on their
accomplishments, redefine goals, formulate new approaches and strategies, identify barriers
and needs, and reassess their professional development plans. It also provides the
opportunity for administrators and their supervisors to engage in a constructive dialogue with
a view towards clarifying goals and expectations, acknowledging excellence, and
communicating on issues affecting the good of the College. Finally, evaluation provides a
means for those affected by an administrator's actions and services to participate in
assessing their effectiveness.

Evaluation Criteria

The administrator's performance will be measured in accordance with the criteria outlined
below.

The effective administrator should demonstrate the following qualities, skills, and
competencies:

1. Leadership
The administrator’s leadership skills are measured by the extent to which he or she:

a.  Practices democratic leadership, delegating responsibilities and encouraging
participation in decision-making.

b. Supports the rights of others to be heard and provides the means for ail to share
in setting and accomplishing goals.

c. Makes timely and effective decisions.
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g.
h.

Displays receptivity to changes and new ideas.

Sets reasonable and substantive goals and objectives and works effectively
toward them.

Displays sound judgment and perspective, focusing on basic issues rather than
trivia.
Plans effectively and imaginatively.

Takes the lead in identifying, selecting, and training new employees.

2. Communication, Coordination, and Collegiality

In dealing with other individuals, the administrator:
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m.

Is committed to and maintains effective communication with everyone.

Is consistent in the application and interpretation of policy

Recognizes the accomplishments of others and is willing to put others first.
Is committed to collegiality and shared governance.

Recognizes problems and is willing to solve them effectively and impartially. k

Is sensitive to diversity, working effectively with different types of people and
tolerating a variety of viewpoints and perspectives.

Maintains an atmosphere of candor, trust, and respect.
Is open, approachable, fair, and consistent dealing with others.
Displays awareness of relevant regulations and statewide issues.

Keeps abreast of developments within his/her area of responsibility and
coordinates as necessary with statewide agencies.

Serves on committees and participates in special projects such as program review
and accreditation.

Effectively represents his/her unit in interactions with all campus constituencies.

Represents the college within the community.

3. Organization and Management

The administrator’s organizational skills are revealed in the extent to which he/she:

a.
b.

C.

d.

Maintains an efficient and effective office structure.

Displays attention to detail

Develops an effective budget and establishes procedures to allocate funds and
monitor expenditures.

Shows skill in planning, organizing, and implementation.

4. Professional Qualities

The effective administrator has the following qualities:

a.
b.

Current and extensive knowledge of his/her discipline or area of expehise.

Broad intellectual and cultural interests and understanding.
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c. Commitment to a quality educational experience.

d. Proponent of professional growth for self and staff.

e. Concern for the institution as a whole rather than just his/her unit.
f. Initiative, resourcefulness, and creativity.

Evaluation Schedule and Procedures

1. Newly-hired administrators will be evaluated annually during their first three years of
service. Thereafter, evaluations will be required every three years. The evaluations
will be conducted during the period of September to February, with the completed
evaluation submitted to the President by February 15.

2. Each administrator will prepare a questionnaire to assess his/her performance. The
questionnaire will address all of the major subdivisions of the Criteria (Leadership;
Communication; Coordination; and Collegiality; Organization and Management;
Professional Qualities) and will provide opportunity for and encourage written
comment. Every effort will be made to protect the anonymity of those who respond to
the guestionnaire. The evaluation instrument and procedures for its use will be
approved by the immediate supervisor of the individual being evaluated.

The questionnaire will provide an opportunity for those affected by the services or
actions of the administrator to assess his/her performance. The individuals to be
invited to complete the evaluation instruments will be determined by the person being
evaluated and the supervisor. However, any individual with direct knowledge of the
administrator’s performance who has not been included among those selected to
respond to the questionnaire may request inclusion from the supervisor.

3. The supervisor of the individual being evaluated will distribute and collect the
questionnaires. After the supervisor has reviewed the questionnaires, they will be
forwarded to the evaluee for summary and analysis.

4. After receipt of the completed questionnaires, the administrator will prepare a self-
evaluation addressing at least the following areas:

a. Assessment of performance, highlighting both strengths and areas needing
improvement.

h. Goals and success in meeting goals.

¢. Assistance others can provide in achieving goals or improving performance.
d. Professional activities and campus involvement.

e. Summary and analysis of questionnaires.

The administrator will provide the self-evaluation and questionnaires to a colieague
{full-time AVC staff member) to be chosen by the evaluee with the approval of his/her
supervisor. The colleague will examine relevant materials, assess the administrator’s
performance, and provide a written appraisal to the supervisor.
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6. Upon receipt of all materials, the supervisor will write a formal evaluation. The
evaluation should address the quality of the administrator’s performance and his/her
personal and professional effectiveness including, if applicable, recommencdations for
improvement. The administrator and supervisor will meet to discuss the evaluation
and both will sign it to indicate it has been reviewed. The signature does not
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necessarily indicate agreement with the contents of the evaluation. The evaluee may
append written comments to the supervisor's evaluation.

7. The completed and signed evaluation, along with supporting materials, will be
forwarded to the President. The President has the option of conducting an additional
evaluation meeting with the principals involved.

8. After the evaluation process is completed, all materials will be forwarded to the Office
of Human Resources & Employee Relations for disposition.

EVALUATION OF CONFIDENTIAL, MANAGEMENT, AND SUPERVISORY (CMS) EMPLOYEES

Scope
This evaluation procedure applies to those employees desighated as Confidential,
Management, and Supervisory (CMS).

Philosophy

The CMS evaluation process, by identifying an individual's areas of special competence as
well as ways to improve and grow, is aimed at the advancement of personal performance,
thereby enhancing the effectiveness of the College's services and the quality of the
educational experience provided to students. The goal of evaluation is to acknowledge and
encourage high performance levels, motivating individuals to become more effective.

A formal evaluation provides CMS employees the opportunity to reflect on their
accomplishments, redefine goals, formulate new approaches and strategies, identify
barriers and training or other needs, and reassess their professional development
plans. It also provides the opportunity for CMS employees and their supervisors to
engage in a constructive dialogue with a view towards clarifying goals and
expectations, acknowledging excellence, and communicating on issues affecting the

good of the College.

Evaluation Criteria

The performance of CMS employees will be measured in accordance with the criteria
outlined below.

Annual appraisals are to be completed between April 1 and May 31 of each year. Final
markings and comments on the appraisal should be in ink or typewritten. Additional pages
may be used if more space is needed for narrative comments. The evaluation is to be given
to the employee and discussed in a private meeting with the employee. Any changes made to
the evaluation should be initialed by the employee and supervisor. All attachments must be
signed by the employee and evaluator,

CMS employees are to be evaluated in conjunction with the Essential Functions of their
respective job description. The supervisor should refer to the Essential Functions of the
employee’s job description prior to beginning the evaluation process.

Derogatory Information

Information or material of a derogatory or critical nature which has been received from
others may not be used unless the specific issue has been verified 1o the satisfaction of the
supervisor, in consultation with the Vice President of Human Resources, and relates directly

to the CMS employee’s employment.
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Signature and Response to Evaluation

The CMS employee’s signature on the report indicates only that he/she has read the report.
The CMS employee may, within ten (10) working days, respond in writing to an evaluation
with which the CMS employee is not in agreement. This response shall be attached to the
evaluation in question. The Human Resources Office will distribute a copy of the response to

the supervisor.
Evaluation Schedule for Probationary CMS Emplovees

Probationary CMS employees shall be rated by their immediate supervisor at the end of the
3rd month, 6th month, 9th month and prior to the end of the 12th month of employment.
The above schedule does not prevent dismissal of such CMS employee at any time during
the one year probationary period.

Evaluation Categories

Evaluation of the competence of CMS employees shall include, but not be limited to:
(1) Knowledge of Work

(2) Quality of Work Productivity

(3) Dependability

Q) Communication Skills

(5) Initiative

(6) Interpersonal Relations

(7) Professionalism

(8) Safety Practices

The Supervisor should include information on staff member’s overall performance
highlighting:

(1) areas of étrengths

(2) areas for further development

3) areas for improvements

(4) areas where unique or extraordinary factors contribute to the evaluation

Each rating other than Standard (below or above) requires an explanation in the Comments
box beside the category. Each rating below Standard must be based on issues discussed
with the employee prior to the evaluation, supported by a statement of facts in the
Comments box, and accompanied by a separate Development Plan. Subsequently, one or
more conferences shall be held with the employee to assist him/her in correcting
deficiencies previously noted. A record of such conference(s) shall be prepared by the
evaluator for the file on the employee and a copy submitted to him/her.

5/8/086
Revised: 9/13/10
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