ANNUAL & PERIODIC REVIEW

Self-Evaluation Form (Option B)

Administrative Faculty 

Name______________________



      ____Annual Review

Dept. ______________________



      ____Periodic Review

Date  ______________________

This form is to be used for the self-evaluation of the annual and periodic review process.  It should be completed and submitted to your supervisor by February 1 of each year; for periodic reviews by December 1.  The self-evaluation provides your supervisor with your thoughts and reflections on your performance as measured by the four criteria for hiring and renewing administrative faculty (administrative effectiveness, quality of mind, contributions to the community, and institutional fit).  In addition, this form provides you a place to reflect on your projects and goals for the past year and to record your goals for the coming year.  Candor and realism are important qualities of these self-evaluations.

This evaluation should be completed in the context of the supervisor’s and faculty member’s common understanding of the description of the position occupied by the faculty member.  This description may have been stated in the advertisement for the position or in a more detailed position description.

The form is designed to be completed on a computer.  Therefore there are no fixed-length spaces to be completed.  In doing the self-evaluation fully address the various points under each category as appropriate to the position description and the criteria for review.

Annual Review

After you submit this form to your supervisor, a meeting will be held to discuss the self-evaluation.  Following the meeting, your supervisor will write a summary evaluation and share it with you.  Copies of both documents will be submitted to the President’s Office no later than March 1.

Periodic Review

This form will be attached to the written report produced by your review committee.

I. Projects and Goals

A. What were your projects and goals for the past year.

B. To what extent were the projects completed and the goals accomplished?

C. If projects were not completed and/or goals not met, what were the circumstances that prevented them from completion and accomplishment?

D. What are your projects and goals for the coming year?  How do you see these fitting into the long-term institutional contributions of your position?

E. How can Earlham help you complete your projects and accomplish your goals?

F. Any other comments?

II.  
The Four Criteria

A. 
Administrative Effectiveness. (Include as appropriate comments on stewardship of time, resources and budget; setting appropriate goals and developing meaningful projects; follow through on activities; responsiveness to those served; flexibility and willingness to change; ability to work effectively with colleagues; supervisory skills; problem-solving, creativity and trouble-shooting; other elements that are applicable to your position.)

B. Quality of Mind. (Please make a list or write a few words about what you have done during the past year to increase your knowledge of your field and or what you have done to demonstrate competence in your field.  Considerations might include (though not exclusively) your familiarity with recent developments in your field, involvement in professional organizations, publications, public presentations, and the ability to incorporate new techniques or ideas into your work at the College.)

C. Contributions to the Community. (Please make a list or write a few words about your contributions to the community.  Considerations might include (though not exclusively) constructive participation in faculty meetings, departmental meetings, and college and consortial meetings, helpful and supportive relationships with colleagues, support to and responsible academic advising of students, and participation in or attendance at College functions and events such as lectures, convocations, athletic contests, and music and theater productions. In addition, service to larger communities such as Richmond, Wayne County, and state, national, and international committees and organizations might be considered.)

D. Institutional Fit. (Please write a few words addressing your fit to Earlham. Institutional fit implies that you share an understanding and support for the basic mission of Earlham, both as a Quaker institution and as a liberal arts college.  It may be helpful to you to refer to three documents, all of which have been approved by the faculty meeting:  the College Mission Statement, the Statement on Earlham as a Quaker college, and the Earlham College Community Principles and Practices.)
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