ACADEMIC ADMINISTRATIVE EVALUATION TIMETABLE

Office of Academic Affairs, Telephone:  4715

CBX 024

A complete listing of Academic Administrative Evaluations forms can be found at:

http://info.gcsu.edu/intranet/acad_affairs/forms/ 

February 1  All parts of the performance evaluation forms are due to the immediate supervisor.   Others who wish to provide input on the performance of an administrator can complete  Part IV of the Administrative Evaluation which should be sent directly to the administrator being evaluated as part of their annual evaluation.  This Part IV does NOT  have to be signed.   In addition to the annual performance evaluation review for academic administrators, there is an in-depth Five Year review cycle for each Academic Administrator that is conducted by the supervisor.  If the academic administrator is participating in the Five Year Performance Review, the Part IV evaluations should be sent by others to the academic administrator’s SUPERVISOR.  A schedule of these Five Year Performance Reviews can be found on the Academic Affairs intranet link: http://info.gcsu.edu/intranet/acad_affairs/ReviewTable.xls.

February 15     Administrative supervisor (evaluator) sends a copy of the completed evaluation to the person being evaluated (evaluatee) and has a discussion with the person being evaluated.  Administrators being evaluated on the Five Year Performance Review will receive a summary of Part IV evaluations received from others by their supervisor.

March 3           Administrative Evaluation is signed and returned to the evaluator.  Administrators being evaluated have a right to review all parts of their evaluation and comment on them in writing. Any appeals of the evaluator's evaluation may be made in writing to the next level of supervision and copied to the evaluator.

March 8           Completed evaluation, signed by the evaluator and evaluatee, is due to the next level of supervision for review.

March 15         Deadline for reviewer to return all administrative evaluations, signed by the reviewer, to the evaluator.

March 31        
Deadline for the completion of all steps involved in appealing any administrative evaluation.  Please refer to the Academic Affairs Handbook section 3.07.02 http://info.gcsu.edu/intranet/handbooks/academic_affairs/aahandbook/30702.html   for additional information regarding appeals.  All records and documents pertaining to this evaluation period for the administrator evaluated must be kept by the evaluator. 
A copy of the completed evaluations should be sent to person being evaluated, to the Human Resources Office with the original being held in the office of the individual administrator's immediate supervisor.

