Process and Prompts for the Annual Performance Review of OAA Ranked Excluded Personnel 

 (associate and assistant deans, department chairs and directors)

Due Date in OAA:  the last Friday in April
Purposes 

· To improve individual performance through reflection and feedback
· To establish, monitor, and attain institutional goals
· To communicate administrative effectiveness and value to internal and external constituents 
· To be accountable to and comply with an OUS internal audit directive
Annual Performance Review Process: 

CADS members will reserve time during one-on-one sessions with ranked excluded personnel for the annual performance review process.  At these sessions, they will discuss the reviewer’s written self-evaluation (responding to the three prompts listed below).  The self-evaluation is limited to two pages in length and due in the CADS member’s office by the fourth Friday in March.  Self-evaluation forms are found at http://www.pdx.edu/oaa/annual-performance-review-academic-administrators
The meeting between the CADS member and the reviewed administratot will provide the opportunity to discuss the self-evaluation and brainstorm ways to enhance effective leadership of the unit through support and feedback from the CADS member. 

Following the one-on-one session with the reviewee, the CADS member will send a summary of the meeting to the administrator being reviewed with a copy retained in the reviewer’s office and a copy sent to OAA by the fourth Friday in April.  Reviewer summary forms are found at http://www.pdx.edu/oaa/annual-performance-review-academic-administrators
Prompts for the self evaluation:

A.  Unit Plans

Describe your most significant accomplishments and challenges this year related to your unit plan.  Please address the impact of these accomplishments on your unit and the university.

B.  Human and Fiscal Resource Management

Describe your most significant accomplishments and challenges related to human and fiscal resource management, specifically revenue enhancement, fund-raising, budget management and resource allocation.

C.  Academic Leadership

Describe significant initiatives and results for which you have provided leadership, support, or facilitation this year. 

Criteria for Reviewing Effectiveness as a Leader

· Progress towards goals

· Impact on institutional priorities relative to job function

· Effective leadership and administration of the unit

· Constituent satisfaction (formal performance evaluation)

