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According to Board of Regents policy (803.07), all senior administrators shall be evaluated by their subordinates (one level down) at least once every five years.  On January 28, 2002, Academic Council approved a revised version of the Part IV Evaluation of Academic Administrators and this was subsequently passed at the April 2002 Faculty Meeting.  The purpose of this document is to provide the guidelines for the five-year review.  The objective of this five-year review of academic administrators is to promote a professional development plan that will enhance the implementation of GC&SU’s public liberal arts mission.

Process of the Review

Every year, the Vice President and Dean of Faculties will develop and distribute a timetable specifying those academic administrators who will undergo a five-year review. The university community will be informed about this timetable and reminded of the review process.  The five-year review will cover the previous five years, including the chronological year ending in December of the academic year in which the review occurs.  Thus an administrator who is scheduled for a five-year review in 2003 will be reviewed for the chronological years from 1999 through to December 2003.  The administrator will be informed about the review in January of their fifth chronological year of service.  A Review Team will be comprised in the fall of the administrator’s fifth year with the actual review commencing in February of the next calendar year.  The supervisor will form the Review Team in consultation with the administrator under review.  Once formed, the supervisor will meet with the Review Team to review their charge and respond to any questions.  Following the completion of the review and the submission of their report to the supervisor, the administrator and supervisor will meet to discuss the report and clarify any recommendations.  The supervisor then completes his or her evaluation of the administrator, which is signed by both administrator and supervisor.  The evaluation is then sent to the next supervisory level for review. Once this review is finished, the five-year review process is completed.

Formation of the Review Team

The Review Team consists of 3 to 4 members; these members shall include at least one person under the supervision of the administrator being reviewed and people both within the school/department/unit and/or people outside of the administrator’s unit. The supervisor has the responsibility of creating the Review Team; the administrator may recommend 1 to 2 people to his or her supervisor.  The supervisor will select a person to chair the Review Team.

Charge to the Review Team

The Review Team will prepare a report for the administrator’s supervisor on the performance of the administrator.  This report should not be lengthy but should address the accomplishments of merit over the past five years and any recommended changes in leadership style, direction, or procedures that the administrator should consider.  The Review Team will involve individuals who report directly to the administrator being evaluated and shall endeavor to involve faculty, staff, and peer administrators in the review process. It shall be the responsibility of the Review Team to solicit input from relevant members of the campus community using the Part IV Academic Administrator Evaluation Form (put in link here), with a deadline of submission of February 3. Where appropriate, student input may be requested. The Review Team should be submitted to the supervisor by February 20 of the year following the completion of their fifth chronological year of service.


Information for the Review

The supervisor of the administrator will provide the Review Team with a copy of the administrator’s job description and the goals and outcomes for the administrator’s unit for the past five years. The administrator will complete a narrative self-assessment that includes a summary of accomplishments over the past five years.  Since this review is concerned with the performance of the person being reviewed as an administrator and not as a faculty member, the Review Team should not include a review of the administrator’s Individual Faculty Reports (IFR).  The Review Team shall request input from the administrator’s peers (e.g., if the administrator is a chair, request Part IV input from all other chairs).  

Five Year Review Calendar

January 2003



Administrators and their supervisors are informed of the Five Year Review schedule.

Fall 2003
Supervisor meets with the administrator to discuss the review process and the composition of the Review Team.  The administrator may suggest the names of 1 to 2 members of the Review Team.  

December 2003
Supervisor calls for input on administrator using Part IV Academic Administrator Evaluation Form; these forms should be returned to the supervisor.

January 2004
Administrator submits self-assessment to the Review Team

February 3, 2004
Part IV Administrator Evaluations due to the supervisor; supervisor provides these evaluations to the Review Team

February 20, 2004
Review Team submits its report to the supervisor with a copy to the administrator

March 6, 2004
Administrator and supervisor discuss five-year review report; supervisor completes evaluation of administrator, which is signed by both administrator and supervisor.

March 13, 2004
Deadline for supervisor to submit five-year evaluation to the reviewer (supervisor’s supervisor) for review.

March 21, 2004
Deadline for the reviewer to return evaluation to the supervisor.

March 31, 2004
Five-review completed

