EPA NT Evaluation Process

EPA NT employees are evaluated each year in June.  Annual evaluations provide an opportunity to assess the past as well as to plan for the future.  This is not a punitive exercise, but rather a developmental process for recognition of your strengths and improvement where necessary. EPA NT employees will be asked to submit the items list in “a” and “b” below to their direct supervisor. The employee will receive a written evaluation from their supervisor with an invitation to meet with their supervisor to discuss the evaluation.

a.
A brief memo summarizing (a) the primary goals you accomplished this past year and any particular achievements attributable to your leadership; (b) success in managing resources, both human and financial; (c) a summary of your personal accomplishments; and (d) anything not captured above that you believe demonstrates meritorious performance.

b.
A brief narrative or outline stating the major goals you have for the coming year and your own personal development goals.  The “Evaluation Criteria” document attached should be useful in guiding your response.  This part of the self-evaluation will include goals related to your responsibilities as an administrator at UNCSA and any individual goals you have for your own professional development.  This goal statement should be realistic and worthy of accomplishment during the next year.  

EVALUATION CRITERIA

DEFINITIONS AND ILLUSTRATIVE BEHAVIORS
1.
Planning and Organizing.  Formulates short- and long-term goals and objectives; evaluates and prioritizes UNCSA needs; forecasts possible problems and develops strategies for addressing these problems; organizes and prioritizes work effectively.

2.
Judging and Deciding Personnel Matters.  Does quality recruiting, interviewing, selecting, and hiring when necessary; thorough, fair and rigorous in staff evaluation; emphasizes staff development; is consistent in the positive treatment of all staff within the workplace.

3.
Tone.  Sets the appropriate and positive tone, exerts effort to succeed in creative problem solving and does succeed.

4.
Budget Management.  Budget plans and actions are clearly tied to programmatic needs; controls costs, monitors and oversees use of funds; allocates resources effectively; avoids crisis and ad hoc budget practices.

5.
Communicating Effectively.  Communicates effectively in oral and written form; keeps people informed; obtains and then passes on appropriate information to those who should know, maintains confidentiality; is accurate, thorough, punctual, clear and succinct in administrative submissions and responses to requests.

6.
Maintaining Relationships.  Develops and maintains smooth and effective working relationships with other administrators and staff; displays personal concern for staff; backs up and supports the staff as appropriate; encourages and fosters the goals of UNCSA and the UNC.
7.
External Affairs.  Involved with the community and sensitive to its needs; effectively represents the UNCSA to the legislature, press, and other public and private entities as appropriate to your position; persuades others inside and outside of UNCSA of the value of a performing arts conservatory.
8.
Personal Learning Accomplishments.   Keeps one’s own knowledge base current enough to handle position; possesses sufficient knowledge to perform effectively in own specialty area. 

9.
Accomplishment of Goals Set Last Year.  In reviewing the past year, to what extent can you evaluate your own accomplishments?  These include overall goals for UNCSA as well as personal development and performance goals.

10.
Teamwork.  Promotes teamwork, understands the value of collaboration and looks for opportunities to cross barriers between art schools and departments.

