Management Confidential Employees Evaluation 

  EVALUATION STANDARDS

LEADERSHIP/MANAGEMENT ASSESSMENT

1. Leadership

There is a distinction between the idea of leadership as a set of personal qualities and leadership as an organizational function.  The first refers to characteristics and the second to utilization of power and authority in the organization.  This area of competence includes the degree and type of influence exerted by individuals in both categories described above.

Is not viewed by staff members as supportive. 

Needs to involve staff members more systematically in decision-making process.
Style discourages independent judgment on the part of the staff.
Staff morale is adversely affected by leadership style.
Viewed as one who has limited influence on staff, colleagues, supervisor(s), students or parents.
Overly cautious in taking risk to bring about change.

Has high expectations of staff members.
Is highly supportive of staff.
Promotes productive interpersonal relationships within the work group.
Effectively leads subordinates to accepting the goals of the District.
Leadership exercised causes a successful production pattern.
Leadership produces maximum efforts from staff members.
Inspires creativity in staff members.

Morale in group supervised is high and employees are enthusiastic.
Serves as a catalyst or as a change agent for moving the organization forward.

Willing to take calculated risks with high visibility.
Sound judgment is valued and sought across areas of responsibility.
Effectively advocates for ideas and programs in area of responsibility.

Circle one:
Above
Good
Standard
Below Standard

2. Oral Communication:

The skills involved in oral communication include the ability to convey expressions of thoughts, ideas and concepts and to give directions clearly, concisely and logically.  Also involved are the ability to listen actively, share information and to understand directions from others.

Tends to use jargon or terminology which does not aid understanding.

Gives excessively involved answers to simple questions, or repeats unnecessarily.

Reacts impatiently when communication is not understood by others.

Has difficulty presenting ideas in clear language and logical sequence.

Occasionally considered to be rude or interrupts.
Gives unclear directions.
Body language frequently causes negative impact on listeners.


Uses incorrect spoken language.

Words and terminology are usually appropriate to the situation.
Audiences typically appear attentive and interested.
Presents ideas/information in simple style and clear understandable speech.

Ideas are presented in a rational, logical sequence.

Listens before responding.
Gives clear, understandable directions or instructions.
Is not a good listener.  Often talks while others have floor.

Asks questions when unclear about assignment or directions. 

Audience is attentive and engaged.

Appears generally calm and confident when presenting.
Has excellent command of language and uses it effectively.
Uses strong, clear and distinct words to convey forceful, understandable message.
Skilled in getting others to participate in meetings.
Encourages open communication through reflective listening.
Presentations appear polished and professional.

Able to communicate effectively the District’s guidelines though the manager may not personally agree with the District’s position.

Able to influence listeners to accept his/her point of view.

Circle one:
Above
Good
Standard
Below Standard

3. Written Communication:



Competency in this skill involves the ability to convey thoughts, ideas, concepts, directions effectively in writing, utilizing the principle of clarity, conciseness, accuracy, logic and appropriate language (e.g. grammar, punctuation).
Words and phrases are inappropriate to the situation and the reader.

Instances of errors in grammar, spelling, punctuation detract from professional appearance.

Ideas may not be presented in rational, logical sequences.
Written communications are abrasive or inappropriate in tone.
Written communications cannot be quickly and easily understood.
May use excessive explanation or irrelevant information.
Instances of communication which is too brief to be understood or effective.

Uses language appropriate to the situation and the reader.

Ideas are presented in a simple style, without excessive explanation or irrelevant information.

Uses acceptable grammar, spelling, punctuation; uses appropriate business format and terminology.

Materials are factual and understandable.
Presents ideas and information in a rational, logical sequence which enhances the message.
Written communications are consistently accurate, complete and objective.
Produces highly effective written communication.
Encourages and assists staff in attaining high standards of written communication.
Presents ideas and information in a creative manner which enhances the message.

Circle one:
Above
Good
Standard
Below Standard

4. Staff Evaluation/Personnel Management



These skills embody the broad responsibilities of employee selection, supervision and evaluation and employee contract management.  It includes the ability to distinguish among various levels of employee performance, the commitment of time to be able to make those distinctions, and the character to address all those levels of performance with people under their supervision.
Evaluation practices do not conform to District policies and guidelines.
Fails to distinguish between levels of performance by either inflating or leveling all evaluations.

Language is unclear, non-specific and contains educational jargon.

Fails to keep supervisors informed of problems.
Documents lack professional appearance.
Does not meet deadlines in dealing with components of process.
Evaluation techniques are harsh and threatening (arbitrary, capricious, discriminatory).
Little relationship between preliminary documents and final evaluations.
Little attempt is made to assist employees to improve their own performance.
Disregards and/or lacks knowledge of employee contracts.
Allows minor issues to rise to level of supervisors for settlement.
Follows District policies and guidelines.
Evaluates employee performance in objective, constructive manner.

Language is adequate.

Keeps supervisors informed.
Documents meet standards.
Meets deadlines most of the time.
Evaluations accurately describe and rate an evaluatee’s performance.
Preliminary documents and final evaluations have some similarities.
Maintains ongoing interactions with staff members regarding job performance.
Practices occasionally result in problems with employee contracts.
Adequately deals with grievance issues by following District policies.
Carefully observes District policies and guidelines.
Clearly distinguishes levels 
of performance including substandard employees.
Language is clear, precise and without educational jargon.
Keeps supervisors informed without being reminded.
Documents are highly professional in appearance.
Always meets deadlines.
Evaluations are specific, comprehensive and address commendations and remedial activities for follow-up.
Preliminary documents and 
final evaluations are closely aligned.
Actively supports, encourages and assists individuals to improve their skills and job performance.
Functions within agreements with employee contracts.
Prevents or settles grievances 
at lowest level without setting 
an improper precedent.

Circle one:
Above
Good
Standard
Below Standard

5. Decision-Making:

Competency in these skill areas involve the ability to collect and analyze data, consider alternatives, predict and evaluate consequences and then take the appropriate action.

Puts off unpleasant or difficult decisions.
Decisions are often viewed as arbitrary and more subjective than objective.
Decisions often impact other operations without adequate warning.
Has difficulty identifying the problem.
Decisions tend to be based on emotions and to ignore important factors.
Decisions often appear to be based on inadequate information or analysis of the problem and its dimensions. 
Withholds views; unwilling to commit.
Decision-making is inappropriately influenced by pressure.
Elevates minor matters to emergencies.
Attributes need for unpopular decision to others –“passes the buck.”

Makes decisions when they are necessary without undue postponement.
Bases decisions on rational analysis of all information available at the time.
Accurately perceives the total problem and all the component parts.

Appropriately involves or informs people who will be affected by a decision.
Decisions are unbiased and all pertinent factors are thoroughly considered.
Assumes responsibility for the outcome of decisions.
Relates decisions to overall objectives of the organization.
Strives for objectivity in solving problems.
Usually thinks a problem through to a logical conclusion.
Knows when to involve supervisor.
Decisions are generally sound; accuracy of facts are checked.
Follows through to be sure decisions are implemented.
Does not present supervisor with problem without presenting solution.

Makes consistently sound decisions even when under unusual pressure.
Decisions produce unexpected yet desirable results.
Ability to analyze potential outcomes not readily apparent to others. 
Decisions address the long term consequences as well as the short term.
Ability build a consensus for unpopular decisions.

Has excellent judgment.

Is decisive when required.
Circle one:
Above
Good
Standard
Below Standard

6. Delegating:


Often referred to as “the art of delegating.”  This skill area includes the willingness to assign authority to subordinates, the ability to recognize when a subordinate is ready for a task and how much can be absorbed at a time, and the ability to determine appropriate tasks to be delegated.

Does not have confidence in the ability of others to do a job adequately.

Has difficulty analyzing tasks which can be delegated.
Delegates but withholds sufficient authority for the person to do the tasks.
Gets involved in the details of delegated projects.
Does not delegate appropriately.

Delegates tasks which can be appropriately completed by others.

Willing to delegate projects and assign appropriate authority.
Clearly explains expectations as a result of delegated work.
Is sensitive to the timing and amount of assistance needed to move a delegated project toward completion.
Realizes that delegation can be overdone.
Gives subordinates experiences and exposure which prepare them for advancement.
Is creative in the selection of the what, when, whom and how much of delegation.

Unwilling to accept responsibility of results of delegation.

Does not properly monitor progress of delegated responsibility.

Delegates tasks within the scope of subordinate’s job description.

Accepts the final responsibility.

Circle one:
Above
Good
Standard
Below Standard

7. Interpersonal Skills:


Perhaps the most important of all.  Competency for a manager is measured by the ability to appropriately handle interpersonal relationships which include openness, caring, sensitivity to others, ability to cope with conflict, ability to communicate.
Considered to be difficult to get along with.
Does not handle conflict without discomfort for everyone involved.
Needs to be more considerate of others’ feelings.
Behavior can act as a deterrent to effectiveness.
Exhibits impatience with colleagues, clients and others.
Personalizes normal conflict.
Does not handle criticism maturely.
Motives are not always clear and understood by others.

Personal feelings sometimes influences the way others are treated.


Creates a feeling of unity and enthusiasm.
Handles conflict with a minimum of discomfort.
Puts staff members at ease.
Is a good listener.
Is courteous, self-controlled, patient and uses discretion in dealing with others.
Is sensitive to problems and needs of others.
Works effectively with associates and others at all levels.

Very sensitive to the needs of others.
Especially adept at developing a productive and supportive work atmosphere.

Handles conflict situations skillfully and usually with success.

Communicates at a high level of competency.

Circle one:
Above
Good
Standard
Below Standard

8. Initiative:


This area involves the ability to originate action and proceed independently and resourcefully through completion of tasks.  It includes motivation, assertiveness, and effort.
Needs prompting by supervisor.
Rarely takes action without instruction or supervision.
Appears to lack motivation towards initiating action.
Finds excuses for not dealing with problems.

Works well with a minimum of supervision.
Willingly takes on new tasks considered unpleasant or difficult.
Well-motivated to achieve results.

Works without supervision.
Self-starter.
Consistently exerts exceptional effort to accomplish assignments and contributions are considered outstanding.
Successfully originates and develops projects.

Circle one:
Above
Good
Standard
Below Standard

9. Flexibility and Adaptability:


An essential ingredient in today’s environment is the ability to not only cope with change but to adapt and grow, to utilize change in a productive manner.
Does not cope well with the unsettling effects of change. 
Tends to resist change or new ideas.
Has developed no systematic method of handling change.
Searches for rationalizations not to change.
Area of responsibility shows little evidence of adjustment to changes.
Generally seen as inflexible by those seeking assistance to change.

Controls natural anxiety regarding change.

Shifts priorities to meeting changing needs.

Offers constructive advice and/or criticism when change is under consideration.

Adapts to or accepts change if it is appropriate; rejects change if it is inappropriate.
Uses staff wisely to implement program changes or other variations in process or procedure.

Believes that people can change but has realistic expectations.
Maintains a climate which will permit change without undue threat to the staff.
Generally understands the mechanics and dimensions of change.
Tries alternatives to accomplish objectives.
Systematically acknowledges and handles change:
   *recognition of essentials
   *determines corrective action
   *develops appropriate response
   *develops a plan
   *coordinates components
   *involves key personnel
Plans and initiates change when change is appropriate.
Utilizes a variety of approaches to get things done, varying the manner of speaking and writing to suit different times, places, and audiences.

Circle one:
Above
Good
Standard
Below Standard

10.  Cooperation and Participation:


Securing the objectives and meeting the mission goals of the District demands the willingness to cooperate and participate in a group effort.
Is not a team player.
Is not seen as a strong supporter of District policies/positions if controversy is expected.
Is uncooperative.
Critical remarks/attitudes occasionally discourage other staff members from supporting or participating in projects.

Avoids commitment.
Requires supervisory follow-up.
Fails to meet obligations of group decision:  support, communication.
Parochial viewpoint.  Does not consistently follow chain of command.

Is a good team member.
Works within the framework of policies.
Actively supports rules, regulations and policies.
Follows protocol.
Accepts and executes assigned duties and responsibilities.
Is respectful and considerate.
Realizes and utilizes the group process for problem solving.
Is dependable.
Keeps supervisor informed of potential problems.

Is a team leader.
Willingly accepts additional job related assignments.
Frequently acts as facilitator in groups (to arrive at acceptable resolution of objectives).
Seeks constructive debate on issues.
Can be counted on in the face of controversy.
Circle one:
Above
Good
Standard
Below Standard

11.  Creativity:


Refers to the ability to contribute useful, innovative approaches to various assignments (imagination, originality, insightfulness) and the ability to encourage creativity in members of the staff. 

Does not create an atmosphere in which creativity can flourish.
Criticizes projects and colleagues but does not suggest alternatives.
Approach to problems and ideas is predictable.
Does not actively and independently seek new ideas/approaches.

Generates some creative ideas after deliberation.
Uses some creative techniques in working with staff (e.g., brainstorming).
Usually suspends judgment when dealing with the unusual.
Encourages creative expression and approaches to problem solving on the part of the staff.

Allows innovation.
Accepts responsible criticism.
Willing to take risks.
Receptive to other people’s new ideas.
Generates a large number of ideas.


Able to shift gears and approach change spontaneously.
Able to give diverse answers to questions.
Exhibits a preference of complexity.

Puts creative ideas into realistic action.
Adept at overcoming barriers to progress.
Explores and attempts new ideas consistent with job objectives.

Has more than one way to go about solving problems.

Circle one:
Above
Good
Standard
Below Standard

12.  Planning:


This skill area includes the ability to design, schedule, implement and evaluate plans, including short and long range plans. 


Does not pay attention to details.
Fails to set priorities.
Spends too much time on low priority matters.
Plans are often missing essential element(s):  design, schedule, implementation, evaluation.
Attempts to accomplish too much too soon, sacrificing quality.
Does not provide for staff input or involvement in planning.
Takes forever to get beyond planning stage.

Typically, work is finished satisfactorily and on time.

Sets priorities.
Identifies critical tasks and provides adequate time and resources for their solution.
Informs staff members of their role in planning process.
Able to make adequate and “reasonable mid-course corrections” to maintain the effectiveness of plans.

Accomplishes plans with a minimum of wasted effort.
Anticipates needs and plans for them.
Present work operations reflect careful planning and imagination.

Displays unusual ability to plan in a crisis situation.
Staff members’ attitudes towards future projects reflect meaningful involvement of the planning stage.
Ably maintains and articulates a clear sense of the mission of the department and District.
Frequently finishes commitments ahead of schedule.

Circle one:
Above
Good
Standard
Below Standard

13.  Time Management:


This skill area revolves around the ability to manage one’s own time effectively and use the time of subordinates wisely and effectively.
Time is lost:

   *getting started
   *through disorganization
   *through diversion
   *through excessive 
     involvement
   *in paper work

Uses resources unwisely.
Frequently assigns tasks at the last moment.
Unable to bring closure:  meetings, data collection, decision-making.
Frequently does not meet deadlines.
Generates unnecessary feed-
back and hand-holding 
activities.
Visitors allowed to use up time needlessly.
Sets priorities to insure completion of projects or assignments.

Considered to be reliable and one who gets things done.
Is on time for meetings and other commitments.
Uses sound office management practices which produces an efficient and effective operation.
Plans in advance.
Reminds supervisor or employee when time lines are unrealistic.
Skilled at estimating time frame for projects and assignments.
Able to plan, schedule and control several projects simultaneously.
Has a well developed capacity to read and absorb large amounts of written material in a timely manner.

Staff meetings are efficient and effective.
Visitors are handled graciously but with a minimum of wasted time.

Circle one:
Above
Good
Standard
Below Standard

14.  Public Contact and Public Awareness:


The employee has the responsibility to work with a wide variety of people under varying conditions and present a positive, professional image to those groups. 
Avoids meeting with the public on matters appropriate to job functions.
Is uncomfortable and ineffective in public.
Is not accessible; considered to be difficult to reach.
Remarks about the public/District often considered to be thoughtless or disparaging.
Needs to improve professional image and demeanor.
Does not develop effective relationships with unique constituencies.
Is not able to project public response to anticipated decisions (politically naïve).

Maintains an effective relationship with a variety of public agencies, groups and office personnel.

Exhibits a warm, friendly, positive manner in dealing with members of the community, other districts.
Is diplomatic and tactful when working with the public in sensitive situations.
Is courteous and efficient when dealing with the public.
Presents a professional image in dress and demeanor which reflects well on the District.

Treats all people with equal respect.

Meets situations with calm, self-assurance.

Politically sensitive and able to gauge public responses.
Demonstrates an unusual rapport and harmonious relationship with the various publics.
Is recognized as a leader in the community.
Creates an outstanding image for the District in manner of dress and demeanor.
Encourages active participation by public and districts.
Listens and responds to community. 
Maximizes resources for the District through relationships developed with outside agencies and organizations.

Circle one:
Above
Good
Standard
Below Standard

15.  Program Evaluation:


This area includes the ability to identify program goals and objectives; to systematically monitor progress towards goals.
Does not systematically monitor progress towards goals.

Evaluation criteria designed and/or developed is inappropriate.
May suppress or bias evaluation results.
Follow-up to evaluation results if not apparent.
Program evaluation does not meet legal requirements or District standards.

Develops and implements an evaluation plan and system specific to the program or department.
Studies and analyzes program evaluation results.

Uses evaluation results to develop a follow-up plan for program improvement.


Refines and improves evaluation plans.
Trains and motivates others to utilize results of the evaluation.

Effectively uses evaluation results to modify program structure or personnel.

Circle one:
Above
Good
Standard
Below Standard

16.  Fiscal Management Skills:  (Applicable to Managers with Budget Responsibilities Only)

The required skills involve translating plans, activities, program and performance measures into budgets, executing plans and activities within the budget appropriation, following correct budgeting and accounting procedures.
Program budget does not reflect program/District goals.
Does not effectively monitor budget.
Is unable or unwilling to see larger District perspective in determining own budget.
Does not notify supervisor of potential budget problems.
Fails to follow District business procedures.
Attempts to exploit procedures to secure advantages.

Overspends budget.

Applies established budget procedures relevant to job areas.

Inservices staff on appropriate budget and fiscal matters.
Projects and quantifies future needs accurately.
Insures that budget adjustments are well documented and justifiable.
Reports any anticipated budgetary problems to the appropriate person.

Effectively reviews program financial reports.

Relates budget to office needs.
Is highly skilled in budget and fiscal management.
Demonstrates excellent judgment in establishing budget priorities.
Keeps up-to-date files for use in projecting future budget needs.
Anticipates potential budgetary problems long before they occur.
Attains maximum results with limited resources.
Actively seeks ways to assist District in maintaining sound financial position.

Circle one:
Above
Good
Standard
Below Standard

17.  Safety/Loss Control:


This area involves the commitment to and enforcement of safety and loss control.
Is aware of unsafe conditions but does not report them.
Accident reports are either not submitted or are incomplete and require further investigation.
Must be reminded frequently to adhere to safety standards. 

Ensures that established safety policies and procedures are followed.
Consults the appropriate person when unsure about safety factors.
Follows up with appropriate person to see that safety violations are corrected.
Notifies appropriate persons consistent with established policies and guidelines.

Seeks ways to improve safety conditions and recommends appropriate procedural changes.

Circle one:
Above
Good
Standard
Below Standard

18.  Job Knowledge:


This involves both the basic knowledge and skills required to perform the tasks of the position and willingness and ability to keep staff abreast of developments within the field.

Lacks a thorough understanding of the job.

Does not keep current in areas of responsibility.
Does not maintain clear, updated procedures.
Demonstrates lack of awareness of many policies, rules, mandates which are relevant to the job.
Has no plan for professional or personal growth.
Perspective is too narrow to be an effective contributor to District-wide issues.

Understands objectives, duties, functions and responsibilities of the job.

Remains current on trends and theoretical/technical information in the area of responsibility.


Consistently attempts to improve knowledge and competence in relationship to position.

Demonstrates professional competence.
Is familiar with the rules, regulations, policies and mandates which affect the area of responsibility.
Follows a systematic plan for professional and personal growth.
Is active in professional associations and applies knowledge gained to area of responsibility.

Is acknowledged as an expert in area of responsibility.
Exceptionally interested in additional development in his/her field even though maximum professional requirements are already met.
Provides leadership in implementation of pertinent rules, regulations, policies and mandates. 
Is a leader and may hold office in professional associations.
Demonstrates a breadth of knowledge beyond own area of responsibility.

Circle one:
Above
Good
Standard
Below Standard
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