St. Mary’s College of Maryland
Employee Review of Direct Supervisor’s Performance
03/01/10 – 06/30/11

(This is a confidential document that will not be shown to the direct supervisor; however, the information will be discussed with the direct supervisor and/or summarized in their review if appropriate.)
	Evaluation Date:      

	Department:      

	1. Immediate Supervisor:      

	2. Supervisor’s Direct Supervisor:      



Departments are encouraged to establish a system of performance evaluations of supervisors by staff that reflects an impartial rating of each direct supervisor’s performance.  Appraisals can be a positive means to assist the direct supervisor in improving job performance.  Appraisals afford staff members the opportunity to clarify what they expect of the supervisor in attaining the objectives of the department.

The employee review of direct supervisor’s performance should be conducted prior to the employee review and should not reflect personal prejudice, bias, or favoritism on the part of the staff member for the rating or review.  Remember performance is being measured, not the direct supervisor’s value as a person.  To preserve the anonymity of the staff member conducting the evaluation, this form does not require any signatures. 

Form instructions:

1. Use one of the following ratings to describe the performance of the supervisor in each of the categories.

	Performed  Exceptionally:
	The rare performance that is exemplary in all areas of the job.

	Performed Very Well:
	Surpasses the standards and established performance expectations in many important areas of the job.

	Performed  Well:
	Performance is satisfactory; consistently meets standards and established performance expectations in important areas of the job.

	Performed Minimally:
	Performance does not meet expected level in some important areas of the job. This is an ACCEPTABLE level for supervisors in training or those who have not had sufficient experience on the job; it is an UNACCEPTABLE level for the fully trained supervisor.  Improvement needed.

	Failed to Perform:
	Direct supervisor consistently fails to meet acceptable established standards in many areas of the job.  Substantial improvement is critical.

	No Basis to Judge:
	Direct supervisor’s performance is unobserved.



2.  
To further preserve the anonymity of the evaluator, this form shall first be sent to the next higher supervisor.

	I. LEADERSHIP
	No Basis To Judge
	Failed to Perform
	Performed Minimally
	Performed Well
	Performed Very Well
	Performed Exceptionally

	 1)  Provides clear instructions regarding expectations and assignments to be completed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 2)  Functions effectively under pressure.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 3)  Creates a positive, motivating work environment. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 4)  Exhibits a positive attitude.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 5)  Exhibits integrity.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 6)  Serves as an appropriate role model for subordinate staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 7)  Responds appropriately to constructive feedback and   suggestions for improvement.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 8)  Manages assets and budgets appropriately.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments (Required if failed to perform is checked):      



	II.   PROGRAM/PROJECT MANAGEMENT
	No Basis To Judge
	Failed to Perform
	Performed Minimally
	Performed Well
	Performed Very Well
	Performed Exceptionally

	 1)  Assigns reasonable tasks, given staff members’ skills, interests, and responsibilities.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 2)  Provides an appropriate amount of direction and guidance.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 3)  Plans and organizes work, coordinates with others, and establishes appropriate priorities.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 4)  Allows sufficient time for completion of assignments.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 5)  Delegates tasks and authority appropriately.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 6)   Follows through in a timely and decisive manner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 7)  Is well organized and uses time productively.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments (Required if failed to perform is checked):       


	III.  PERSONNEL MANAGEMENT
	No Basis To Judge
	Failed to Perform
	Performed Minimally
	Performed Well
	Performed Very Well
	Performed Exceptionally

	  1)  Allows staff members to complete assignments with little or
  no interference.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  2)  Treats staff with respect.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  3)  Considers staff suggestions or ideas.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  4)  Responds effectively to staff concerns.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  5)  Recognizes the contributions of staff members.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	  6)  Provides opportunities for growth and encourages staff 
  members’ continued personal and professional development.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7)  Meets regularly with subordinate staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8)  Provides timely information and frequent feedback on work performance.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9)  Mediates situations as needed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10)  Acts quickly in response to unacceptable work performance or behavior and focuses on the situation, issue, or behavior rather than on the person.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11)  Promotes employee safety and wellness.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12)  Maintains confidentiality.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments (Required if failed to perform is checked):      



	ADDITIONAL JOB FUNCTION SPECIFIC TO POSITION (OPTIONAL)
	Failed to Perform
	Performed Minimally
	Performed Well
	Performed Very Well
	Performed Exceptionally

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



2

