Supervisor’s Review Form

Central Office

Administrator: 
Supervisor:
Date:
Directions: Provide a written synthesis of the central office administrator’s performance in each of the knowledge/skill areas.  Synthesis statements should reflect patterns of behaviors.  The bulleted items under each knowledge/skill area provide examples of behaviors that may be considered in describing the central office administrator’s performance.  Attach additional pages, if needed.

	Knowledge/Skill Area


	Synthesis Statements

	Federal/State/Local Laws and Policies
· Demonstrates understanding of federal, state and local employment policies

· Applies laws and policies to supervision and evaluation of personnel

· Applies knowledge of laws and policies to development of system/program/activity level policies and procedures and to disciplinary actions

· Maintains an organization that upholds local, state, and federal laws and policies

· Implements federal, state, and local laws and policies in multiple areas

· Understands legal terminology 

· Provides leadership in overseeing the implementation of laws, policies, and procedures in areas of responsibility


	

	Innovation

· Keeps abreast of teaching/learning research and best practices

· Takes risks that support innovation

· Thinks creatively and stimulates creativity in others

· Reframes failures positively, helping the organization learn from them

· Maintains successful innovations beyond the time of the original implementers and leaders

· Incorporates innovations into the school system or areas of responsibility in order to produce desired results

· Encourages and supports innovation

	


	Knowledge/Skill Area


	Synthesis Statements

	Program Operations and Management

· Determines effectiveness of program routines, facilities utilization, and activities supervision

· Leads analysis of the organization of programs, services, activities for which he/she is responsible

· Employs change processes where needed

· Demonstrates knowledge of program operations

· Establishes and maintains routines 

· Protects instructional time and increases learning time when applicable to area of responsibility

· Develops a master schedule (or assists)

· Creates a safe, secure learning/work environment

· Creates a positive climate within areas of responsibility

· Maintains repair and appearance of buildings and grounds under his/her supervision

· Maintains an orderly and attractive environment

· Holds persons accountable for their actions

	

	Fiscal Leadership and Management

· Markets fiscal needs to school system authorities and stakeholder groups (assists)

· Identifies external funding sources and seeks funding

· Prepares budgets, fiscal plans (annual, multi-year), and expenditure reports in areas of responsibility

· Allocates resources to areas of need

· Demonstrates knowledge of state foundation program and accounting procedures

· Establishes procedures for receiving and disbursing funds and keeping records in areas of responsibility


	

	Management of Professional Responsibilities

· Completes tasks accurately and on time

· Demonstrates punctuality to work, meetings, and appointments

· Makes decisions in a timely manner

· Responds to requests positively

· Maintains accurate, up-to-date information about programs/services and school system

· Provides information and data in a timely manner and appropriate format

· Models professional behavior


	


	Knowledge/Skill Area


	Synthesis Statements

	Leadership of Human Resources


Translates evaluation data into effective staff development


Differentiates between the needs of experienced and inexperienced educators and staff for whom he/she is responsible


Leads staff and appropriate others in developing and maintaining building/program/activity level policies and procedures


Develops job descriptions, where appropriate


Applies principles of effective supervision


Demonstrates a commitment to high expectations for faculty and staff performance


Develops orientation and induction programs for staff under his/her supervision


Creates professional development opportunities


Motivates staff and others


Identifies unique leadership capabilities in staff, educators and matches them with leadership opportunities


Mentors others and identifies others with mentoring capabilities


Models professional development
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