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THE UNIVERSITY OF THE WEST INDIES

ASSESSMENT FOR
SENIOR ADMINISTRATIVE STAFF AND PROFESSIONAL STAFF CATEGORIES

EVALUATION QUESTIONNAIRE TO BE COMPLETED BY HEAD OF

DEPARTMENT/SUPERVISOR

SECTIONA

NAME OF OFFICER BEING ASSESSED: .......cooicciiiiiisi s ssss s

STAFFCATEGORY ..o CAMPUS: ...,
DEPARTMENT/OFFICE........cccouserrererserecenieenns NAME OF ASSESSOR......cooiniriininisisisesscises
POSITION.....coririie et sssene e POSITION.....oitriririsieiiisissei s e e visiene
DATE ASSUMED POSITION......coocouvinininininisinin DATE. ... e i
CONTRACTUAL STATUS.......oireerereeerenens
EXPIRATION DATE......ciescsecces
REVIEW PERIOD........coonirinissssssessesseeenn .

SECTION B: PERFORMANCE OBJECTIVES

Performance objectives must be specific, reasonable, attainable and measurable. There must be at least one
objective for each area of responsibility to be undertaken during the review period.

State the agreed objectives for the period under review.
At the end of the review period indicate your level of achievement by placing an (x) under the
appropriate level.

Where specific targets have been minimally achieved or have not been achieved, please explain in the
space provided for ‘Comments on page 2.
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AGREED OBJECTIVES LEVEL OF ACHIEVEMENT
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(To be set jointly by Supervisor and staff member. Indicate each new objective with a
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NOTE: In evaluating the staff member’s performance at Section C, please use
arating of 1to 5, with 5 being the most positiverating and 1 being the least
positive.
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SECTIONC
EVALUATION OF PERFORMANCE

RATING SCALE

5. Surpasses targets and standards beyond 75% of the time.
4. Surpasses targets and standards at least 50% of the time.
3. Meets expected targets and standards at least 50% of the
time.

2. Meets expected targets and standards <50% of the time.
1. Fails to meet targets and standards.

5 4 3 2 1 REMARKS

CRITERIA FOR ASSESSMENT

Professional Competence:

Leve of medica/psychological knowledge
and/or requisite expertise associated with the
profession

Awareness and application of current | | |
developmentsin the relevant
discipline/profession

Effectiveness and efficiency in utilising | | |
available resources

Membership in professional organisations L T
Professional growth through continuing

education and training | | | | | | | |
Ability to communicate effectively and

present ideas and concepts orally and in C O T
writing

I ndustry/Productivity:

Actua patient/client contact hours | | | | | | | | | |
Production of timely and relevant reports (10 U0 ]
Level of research activities and publications | | | | | | | ” |

Service Delivery :

Quality of patient/client care

Quality of relationshipswith dientsand |||
colleagues

Genera deportment
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RATING SCALE

5. Surpasses targets and standards beyond 75% of the time.
4. Surpasses targets and standards at least 50% of the time.
3. Meets expected targets and standards at least 50% of the
time.

2. Meets expected targets and standards <50% of the time.

5 4 3 2 1 REMARKS

1. Fails to meet targets and standards.

CRITERIA FOR ASSESSMENT cont’'d

L eadership:

Ability to plan, organise and implement work
programmes

Organisation of clinics | | |

Contribution to team building and staff
motivation

Image and persona example provided | | | |

Ability to evaluate and assist in the
development of staff

Creativity and | nnovation:

Introduction of new and more | |
effective/efficient clinic procedures

Initiative in responding to crisesand in
propos ng solutions towards improved | | | | | |
physica and menta well-being of the
University community

Evidence of scholarly work completed or in | | |
progress (e.g., books, articles, research
studies, reports)

Qutreach and University Service:

Contribution to the wider community
through participation in locd, regiona or | | |
international organisations relating to both
professiona and other concerns

Planning and implementing programmes  |[ | |
or workshops relating to the Profession

Level of participation, presentation of

papers or panel membership at |:|
professional conferences

SECTION D
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OVERALL LEVEL OF PERFORMANCE

Using the levels of performance as defined at the beginning of Section “C”, indicate in the box below the
descriptor which best describes the overall performance of the staff member.

SECTION E
RECOMMENDATION (where applicable)

a Renewal of contract on tenure
b. Renewad of contract for three years
C. Renewal of contract for two years
d. Renewal of contract for one year
e. Termination of contract ||:|
f. Award of special increment (s) ||:|
g Promotionto higher grade Q

TRAINING RECOMMENDATIONS (where applicable)

SECTION E Cont’'d

FURTHER COMMENTSRECOMMENDATIONS BY ASSESSOR
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SECTION F
EMPLOYEE'SCOMMENTS
EMPLOYEE'S SIGNATURE
............................................................................... DATE ..
SECTION G
SUMMARY STATEMENT OF THE STAFF MEMBER’S
PERFORMANCE FOR THE PERIOD TO.... evnnne.
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Professional Staff Categories



Assessment of the Senior Administrative and 7
Professional Staff Categories



	Text171: 
	Text172: 
	Text173: 
	Text174: 
	Text175: 
	Text176: 
	Text177: 
	Text178: 
	Text179: 
	Text180: 
	Text181: 
	Text182: 
	Text183: 
	Check Box184: Off
	Check Box185: Off
	Check Box186: Off
	Check Box187: Off
	Check Box188: Off
	Text189: 
	Check Box190: Off
	Check Box191: Off
	Check Box192: Off
	Check Box193: Off
	Check Box194: Off
	Text195: 
	Check Box196: Off
	Check Box197: Off
	Check Box198: Off
	Check Box199: Off
	Check Box200: Off
	Text201: 
	Check Box202: Off
	Check Box203: Off
	Check Box204: Off
	Check Box205: Off
	Check Box206: Off
	Text207: 
	Check Box211: Off
	Check Box212: Off
	Check Box213: Off
	Check Box214: Off
	Check Box215: Off
	Text216: 
	Check Box217: Off
	Check Box218: Off
	Check Box219: Off
	Check Box220: Off
	Check Box221: Off
	Text222: 
	Check Box223: Off
	Check Box224: Off
	Check Box225: Off
	Check Box226: Off
	Check Box227: Off
	Text228: 
	Check Box229: Off
	Check Box230: Off
	Check Box231: Off
	Check Box232: Off
	Check Box233: Off
	Text234: 
	Text235: 
	Text236: 
	Text237: 
	Text238: 
	Text239: 
	Check Box240: Off
	Check Box241: Off
	Check Box242: Off
	Check Box243: Off
	Check Box244: Off
	Text245: 
	Check Box246: Off
	Check Box247: Off
	Check Box248: Off
	Check Box249: Off
	Check Box250: Off
	Text251: 
	Check Box252: Off
	Check Box253: Off
	Check Box254: Off
	Check Box255: Off
	Check Box256: Off
	Text257: 
	Check Box258: Off
	Check Box259: Off
	Check Box260: Off
	Check Box261: Off
	Check Box262: Off
	Text263: 
	Check Box264: Off
	Check Box265: Off
	Check Box266: Off
	Check Box267: Off
	Check Box268: Off
	Text269: 
	Check Box270: Off
	Check Box271: Off
	Check Box272: Off
	Check Box273: Off
	Check Box274: Off
	Text275: 
	Check Box276: Off
	Check Box277: Off
	Check Box278: Off
	Check Box279: Off
	Check Box280: Off
	Text281: 
	Check Box282: Off
	Check Box283: Off
	Check Box284: Off
	Check Box285: Off
	Check Box286: Off
	Text287: 
	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Off
	Check Box5: Off
	Text6: 
	Check Box7: Off
	Check Box8: Off
	Check Box9: Off
	Check Box10: Off
	Check Box11: Off
	Text12: 
	Check Box13: Off
	Check Box14: Off
	Check Box15: Off
	Check Box16: Off
	Check Box17: Off
	Check Box6: Off
	Check Box12: Off
	Check Box18: Off
	Check Box19: Off
	Check Box20: Off
	Text21: 
	Check Box22: Off
	Check Box23: Off
	Check Box24: Off
	Check Box25: Off
	Check Box26: Off
	Text27: 
	Check Box28: Off
	Check Box29: Off
	Check Box30: Off
	Check Box31: Off
	Check Box32: Off
	Text33: 
	Check Box34: Off
	Check Box35: Off
	Check Box36: Off
	Check Box37: Off
	Check Box38: Off
	Text39: 
	Check Box40: Off
	Check Box41: Off
	Check Box42: Off
	Check Box43: Off
	Check Box44: Off
	Check Box45: Off
	Text46: 
	Check Box47: Off
	Check Box48: Off
	Check Box49: Off
	Check Box50: Off
	Check Box51: Off
	Text52: 
	Check Box54: Off
	Check Box55: Off
	Check Box56: Off
	Check Box57: Off
	Check Box58: Off
	Text59: 
	Check Box60: Off
	Check Box61: Off
	Check Box62: Off
	Check Box63: Off
	Check Box64: Off
	Text65: 
	Check Box66: Off
	Check Box67: Off
	Check Box68: Off
	Check Box69: Off
	Check Box70: Off
	Text71: 
	Check Box72: Off
	Check Box73: Off
	Check Box74: Off
	Check Box75: Off
	Check Box76: Off
	Text77: 
	Check Box78: Off
	Check Box79: Off
	Check Box80: Off
	Check Box81: Off
	Check Box82: Off
	Text83: 
	Text1: 
	Check Box84: Off
	Check Box85: Off
	Check Box86: Off
	Check Box87: Off
	Check Box88: Off
	Check Box89: Off
	Check Box90: Off
	Text300: 
	Text301: 
	Text302: 
	Text303: 
	Text304: 
	Text305: 
	Text306: 
	Text307: 
	Text308: 
	Text309: 
	Text310: 
	Text311: 
	Text312: 
	Text2: 
	Text314: 
	Text315: 
	Text316: 
	Text317: 
	Text318: 
	Text319: 
	Text320: 
	Text321: 
	Text322: 
	Text3: 
	Text4: 
	Text5: 
	Text18: 
	Text324:  
	Text325: 
	Text326: 
	Text327: 
	Text329: 
	Text330: 
	Text331: 
	Text332: 
	Text333: 
	Text334: 
	Text335: 
	Text336: 
	Text337: 
	Text338: 
	Text339: 
	Text340: 
	Text341: 
	Text7: 
	Text8: 


