
	Employee Evaluation of Supervisor’s Performance
Evaluation
Oklahoma State University
Date:


	Department:

	1.  Immediate Supervisor:

	2.  Supervisor’s Supervisor:

	3.  Dean/Department Head:


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

Supervisor performance evaluations should be conducted on a periodic basis (at least annually) and should not reflect personal prejudice, bias, or favoritism on the part of the staff member for the rating or review.  It is important to be positive in all evaluations.  Remember performance is being measured, not the 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.

	(3) Performs Very Well:
	Performance often exceeds expectations for the job

	(2) Performs Well:
	Performance consistently meets expectations for the job

	(1) Needs Improvement:
	Performance sometimes meets expectations for the job


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

3. Procedures for using this evaluation within departments shall be decided at the department level.

factor ratings:

3 = Performs very well;   2 = Performs well;   1 = Needs improvement

	I.  LEADERSHIP
	1
	2
	3

	a)  Demonstrates the ability to direct others in accomplishing work
	
	
	

	b)  Demonstrates professional, administrative, supervisory and/or specialized knowledge required
     to perform the job
	
	
	

	c)  Creates a culture supportive of staff, which fosters individual motivation, high levels of 
     individual and team performance, and quality of service
	
	
	

	d)  Provides opportunities for others to develop skills
	
	
	

	e)  Functions effectively under pressure
	
	
	

	f)   Represents self and situations honestly
	
	
	

	g)  Responds appropriately to criticism and to suggestions for work improvement
	
	
	

	h)  Manages assets including technology, equipment, budget and space, where applicable
	
	
	

	i)   Generates a favorable climate for change
	
	
	

	Comments



	II.  PROGRAM / PROJECT MANAGEMENT
	1
	2
	3

	a)  Defines expectations and tasks clearly
	
	
	

	b)  Plans and organizes work, coordinates with others, establishes appropriate priorities
	
	
	

	c)  Allows sufficient time for completion of assignments
	
	
	

	d)  Delegates authority when appropriate
	
	
	

	e)  Determines appropriate action and follows through in a timely and decisive manner
	
	
	

	f)   Is well organized and uses time productively
	
	
	

	g)  Ensures that work products and services consistently meet needs of customers
	
	
	

	Comments



SUPERVISORS / MANAGEMENT (continued)

	III.  PERSONNEL MANAGEMENT
	1
	2
	3

	a)  Brings about an enthusiastic and optimistic attitude in the unit
	
	
	

	b)  Rewards and recognizes individual and team successes
	
	
	

	c)  Provides timely information on performance and frequent feedback
	
	
	

	d)  Resolves differences and seeks win/win outcomes
	
	
	

	e)  Acts forthrightly in response to unacceptable behavior or performance and focuses on the 
     situation, issue or behavior rather than on the person
	
	
	

	f)   Promotes employee safety and wellness
	
	
	

	g)  Maintains appropriate confidentiality
	
	
	

	Comments



ADDITIONAL JOB FUNCTION SPECIFIC TO POSITION  (OPTIONAL)

	
	1
	2
	3

	
	
	
	

	
	
	
	

	Comments
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