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ACADEMIC AFFAIRS COUNCIL 
 
 

AGENDA ITEM: 6.L 
 

DATE: January 20, 2010 
 

****************************************************************************** 
 
SUBJECT:  SDSU Administrative Five-Year Review Guidelines 
 
 SDSU has developed and is implementing a formal process to review academic 
administrators every five years.  A copy of this is provided for your information.  This has also 
been provided to the Council of Presidents and Superintendents in December.  Drs. Nichols and 
Helling will be asked to briefly describe this initiative.   
 

As a note, this is provided only as an informational item.  There are no expectations that 
similar reviews be implemented on other campuses.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
****************************************************************************** 

RECOMMENDED ACTION 
  

 Information only.    
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Purpose 
 
The purpose of the systematic five-year performance evaluation of administrators is to assess 
administrative effectiveness, provide feedback to assist administrators in their evaluation 
responsibilities, and to assist in planning and decision-making.  The purpose of the review, as 
part of a regular five-year performance evaluation, is to provide input into the regular evaluation 
process. 
 
Typically, the five-year performance evaluation will occur in the fall semester of the fifth full 
academic year following the first appointment of the individual to an administrative position and 
every fifth year thereafter.   
 
General Overview/Eligibility 
 
The review will provide input into the systematic evaluation of the performance of individuals 
serving as vice presidents, college deans, unit directors and department heads at least every five 
years, using a systematic standard process.  The review is designed for those individuals serving 
as the primary or lead of an office or unit, not assistants, associates or assistants or associates to 
vice presidents, deans or department heads. Only directors who have direct supervision 
responsibility for faculty, NFE or other line administrators will be reviewed. These guidelines 
give direction to the process of conducting a review.  The results of the performance evaluation 
informed by the review should be available no later than the middle of the spring semester of the 
fifth year of service and every following fifth year.  A systematic performance evaluation and 
thus a review may be conducted prior to the fifth year if requested by an administrator or if 
deemed appropriate by a supervising administrator. 
 
The Process 
 
The systematic performance evaluation and thus the review is the responsibility of the 
administrator to whom the person being evaluated reports.  The review will be conducted by a 
Review Committee (RC) comprised of at least five but no more than nine members appointed by 
the supervising administrator.  The written report compiled by the RC upon the completion of the 
review and all materials supporting the report will be provided only to the supervising 
administrator.  
 
A written self assessment by the administrator being reviewed and information obtained through 
surveys, interviews and/or focus groups will be used by the RC as input to the review.  All input 
to the review will be confidential and for the use of the RC in conducting the review and 
completing the report for the review. 
 
Prior to the review, a discussion on the process and the role, membership and chair of the RC 
will occur between the administrator being reviewed and his/her supervisor.  The administrator 
being evaluated should be invited to provide input into the process. This discussion can include 
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issues that should be explored and can provide a forum for an overall discussion of the review 
process and timeline.  This meeting will take place before the selection and appointment of the 
RC and the RC chair. 
 
The Review Committee (RC) 
 
The supervisor will determine and appoint the RC membership and the chair of the RC, ensuring 
appropriate representation from the unit.  The RC will be chaired by an individual from outside 
the unit of the administrator being reviewed.  The chair shall hold an administrative position 
equal to the administrator being reviewed.  The RC shall have at least five but no more than nine 
members, including the chair. 
 
Charge of the Review Committee 
 
The RC will be charged in writing by the supervising administrator when appointing each RC 
member.  The supervising administrator will call the first meeting of the RC to provide overview 
of the process and timeline and discuss the RC’s charge. 
 
Procedures Plan for the Review 
 
The RC is responsible for developing a detailed procedures plan for the review and for 
determining the optimal methods for engaging participants in the review. The procedures shall 
include a confidential survey of members of the unit and input from students, if the unit is an 
academic unit.  The plan for the review will be discussed with the supervising administrator and 
the administrator being reviewed as the plan is being developed and before the plan is approved 
by the supervising administrator.  The approved plan will be shared with the administrator being 
reviewed. Although general guidelines and procedures are provided, it is expected that they will 
be customized and streamlined though interaction of the supervisor, the person being evaluated, 
and the chair of the RC. .  See Attachment 1 for a suggested timeline.   
 
Self-Review 
 
A written self-review from the administrator being reviewed will be an important element in the 
review procedures plan.  This self-review provides the RC with the perspective of the individual 
being reviewed on accomplishments and leadership effectiveness.  See Attachment 2 for 
potential questions to direct the self-assessment. The administrator being reviewed will be 
invited to meet with the RC at one of the committee’s initial meetings to discuss the self-review.  
The chair of the RC also may hold an individual private meeting with the administrator being 
reviewed prior to the meeting with the RC to discuss the self-review, share perspectives and 
identify specific areas of interest for follow-up.  
 
Input into the Review 
 
Faculty, Staff and Students:  Input from the faculty and staff of the unit is very important.  When 
appropriate, students should be included in the process, drawing input from the students most 
likely to have had significant engagement with the unit. 
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Campus colleagues:  Selected peers in comparable positions on campus should be asked by the 
RC for input. 
 
External input:  When appropriate, perspectives from relevant external audiences, peers, and 
stakeholders may be useful.  Written reports and other documents from external advisory groups 
or boards may be useful to the RC as well as input obtained by interviews, focus groups or other 
methods, when deemed appropriate by the RC and included in the procedures plan. 
 
Confidentiality of Input into the Review 
 
Confidentially is critical and essential for the success of the review.  All input shall be 
confidential and no individual or person contributing input shall be identified with the input they 
provide.   
 
Methods for Collecting Input 
 
Input to the review shall involve faculty and staff, students, peers and may include input from 
others, as determined by the RC.  Suggested surveys are included in the attachments sections as 
follows: 

• Attachment 3: Sample of Stakeholder’s Letter and Survey Questions  
• Attachment 4: IDEA Impressions of  Administrator (Vice President, Dean, Director) 
• Attachment 5: IDEA Faculty Perceptions of Department Head 

The IDEA surveys were selected as they have established reliability and validity and provide 
national benchmark data.  In addition, the survey is administered by the IDEA Center and 
assures complete confidentiality for those responding.  Beyond these surveys, interview and 
focus group methods may be appropriate for peers, students and others, as determined by the RC. 
 
Reports of the Review 
 
The RC shall compile a written report on its review and submit the report in a three-ring binder 
including all material supporting the report to the supervising administrator.  The Chair of the 
RC should confer with the supervising administrator as the written report is developed.  An 
outline for the report is: 
  

1. Summary– provides a summary of the review committee, review process, 
summarizes key findings of the review and recommendations (no more than 2 
pages) 

2. Review Process – outlines the Review Committee (RC), activities of the RC 
and sources of data and input (e.g., survey, interviews, focus groups, etc.) 

3. Data, Interpretation and Key Findings  
4. Recommendation(s)- the RC is asked to identify 2-3 recommendations based 

upon an analysis of the findings 
5. Appendices – survey instrument and results, summary of data collected in 

interviews and focus groups, and other materials. 
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Communication with Administrator Being Evaluated 
 
Within two weeks after the supervising administrator receives the report of the RC, the 
supervisor will meet with the individual to discuss the review and the results of the performance 
evaluation of which the review was a part.  The supervisor will provide at the meeting with the 
administrator a copy of the RC’s confidential report and all summary support materials collected 
and used in the review.  The report and the materials will comply with the confidentially 
requirement of the review. The supervisor also provides a concluding, summations letter to the 
person evaluated when the entire process is completed.  
 
Communication with Unit 
 
After the conclusion of the review process, the supervising administrator will communicate with 
the faculty and staff of the unit, in writing, reporting the outcome of the performance evaluation 
where the review was an important input.   
 
The written communication will be copied to the supervisor of the supervising administrator and 
this copy shall transmit a confidential copy of the RC’s report of the review and supporting 
material.  The RC’s confidential report on their review and its supporting material will not be 
made available to anyone in or outside the unit other than the supervisor of the supervising 
administrator.  
 
General Timeline for the Five-Year Review Process 
 
 
October: Supervising Administrator meets with the person to be 

evaluated.  Within 3 weeks after the meeting, the supervising 
administrator forms and charges RC to undertake the review 
as input into the performance evaluation. 

 
October-December: RC gathers and synthesizes information for the review. 
 
December-January: RC finalizes review and prepares written report. 
 
February: RC conveys written report to supervising administrator. 
 
March: Within 2 weeks after the submission of the report, the 

supervising administrator meets with the person being 
evaluated provides the RC’s report of the Review and 
communicates the results of the performance evaluation. 
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March-April: The supervising administrator completes the process and 
communicates first with administrator being evaluated and 
then the unit. 

 
Attachments 

 
 

1. Suggested Timeline for the Administration Review process. 
 
2. Example of Self-assessment questions. 

 
3. Sample of Stakeholder’s Letter and Survey Questions.  

 
4. IDEA Survey for Administrators (Vice President, Dean, Director). 

 
5. IDEA Survey for Department Heads 
 
6. Example of letter from supervisor to evaluated administrator to be sent at conclusion of 

process. 
M:\VPAcAff\Administrative Review\2009-2010\Administrative Review Guidelines 11-22-2010.doc 
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Attachment 1 
 

Suggested Timeline 
 
Suggested Chronology of events related to Administrative Review  
(Date Deadlines would be added) 
 

• Review Committee Chair meets  with Vice President/Dean relative to the Administrative 
Review Process 
 

• Vice President/Dean announces the administrative review for Dean/Department Head and 
announces the members of the Review Committee  
 

• Chair(s) review proposed timeline and plan with Vice President/Dean 
 

• Chair(s) meets with Dean/Department Head 
 

• Committee meets with the following agenda to make these decisions 
1. Welcome and introductions 
2. Background about 5-year administrative reviews 
3. Review handout on guidelines 
4. Surveys 
5. Process & timeline for Dean’s/Department Head’s review 

The goal is to have all data collected by _________.  Data will be sent to 
______________ who will compile. 

6. Data Gathering: 
a. Faculty and staff—survey 
b. Students – focus groups or survey 
c. Peer group—survey and/or interviews 
d. Stakeholders & questions 

7. Data summarization and report-next meeting 
Data will be summarized by someone from outside the College/Department to 

help ensure confidentiality and anonymity 
8. Draft report edits and feedback via e-mail 

The goal is to have data compiled and distributed by _________. Committee 
will meet on _________ to review and prepare a list of comments for the 
draft report.  Chair will prepare the draft report by _____.  Edits will be 
incorporated and submitted by _____. 

9. Final report completed by ______. 
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• The following assignments are made for distribution of surveys, etc. 
1. Faculty and Staff  
2. Students 
3. Graduate Students 
4. Peer Group  
5. Stakeholders 
6. Preparation of Cover Letter Templates  
7. Preparation of Student Survey  
8. Preparation of Stakeholder Survey  
9. Other 

 
• General recommendations/comments for the future:   

Recent Graduates (alumni) should be included. 
Both undergraduate and graduate students should be included. 
Focus group should be used judiciously to avoid biased input. 

 
• Surveys and/or questionnaires sent to faculty and staff, peer group and stakeholders by 

email or mail as appropriate.  Responses begin to come in almost immediately. 
 

• Chair provides self-assessment guidelines for Dean’s/Department head’s response. 
 

• Surveys completed by all student groups. 
 

• Survey and questionnaires completed and returned to Chair by faculty and staff members, 
peers and stakeholders.  (E-mail responses and electronic surveys are used whenever 
possible.) 
 

• Survey data entered and a verbatim composite of all qualitative comments prepared. 
 

• Committee meets to review data from survey and questionnaire instruments. A consensus 
decision was reached on wording for the summary of the evaluation input, 
recommendations for Dean and recommendation for changes in the process.  Prepare a 
draft of the documentation for review by the committee 
 

• Summary Drafts were distributed to the committee 
 

• Input and email discussions on the summary reports continued within the committee. 
 

• Chairs meet with Vice President/Dean to present the report of the Committee and share 
comments. 
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Attachment 2 
 

Example of Self-Assessment Questions 
 

 
The self-assessment should address the following questions: 
 

1. What are your greatest strengths as a Dean/Department Head? 
 

2. What are areas for improvement? 
 

3. What would enable you to be more effective as a Dean/Department Head? 
 

4. Assess the overall position of the College/Department and the role you played in bringing 
it to this point. 
 

5. What are the main impacts of your leadership on this College/Department? 
 

6. What impacts have you had on the larger University progress? 
 

7. Add any additional comments you wish to make relative to your experience as 
Dean/Department Head. 
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Attachment 3 
 

Sample Stakeholder Letter and Survey 
 

 
Dear College of Development Council: 
 
South Dakota State University is developing a broad based process for the evaluation of the 
performance of its administrators. This year the process is being utilized to evaluate ________. 
As an important stakeholder of the College of ________ we request your participation in this 
process. Therefore, please complete the attached questionnaire relative to Dean ___________. 
 
Please complete the attached questionnaire and send it to the following email address: 
_________. If you prefer, you may mail your response to: ___________.  
 
All responses will be confidential and only complied summaries will be available to Dean 
_______. In addition to the areas on the questionnaire, Dean __________ has asked specifically 
for input on the area of communications.  
 
We anticipate that the questionnaire will only take you about 15 minutes to complete.  
 
Thank you for your assistance in this evaluation. We anticipate it will be very beneficial to the 
College __________ and Dean ____________. Please feel free to contact me with any questions 
you may have. My email is ____________ and my phone is _______________. 
 
Sincerely,       
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Attachment 3 (con’t.) 
 

Stakeholder Evaluation Survey 
 

For 
Dean _____________, College of ____________ 

 
Please address the quality and effectiveness of Dean __________ contributions in all of the 
below areas where you have adequate information to comment. 
 
1.  Communication  
 
 
2.  Strategic Planning: Mission/Vision Planning 
 
 
3.  Team Building 
 
 
4.  Leadership Ability 
 
 
5.  Integrity 
 
 
6.  Professional Image for the College of ________________ 
 
 
7.  Involvement of Stakeholders 
 
 
8.  Strengths 
 
 
9.  Areas for Improvement 
 
 
10. Other 
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Attachment 4 
 

IDEA Administrator Survey 
 

http://www.theideacenter.org/category/our-products/feedback-administrators�
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Attachment 5 
 

IDEA Department Head Survey 
 
 

http://www.theideacenter.org/category/our-products/feedback-administrators�
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Attachment 6 
 

Example Letter of Feedback to Administrator 

Date: 

 

Inside Address: 

Dear  

Beginning in the fall of 2008 and culminating in the summer of 2009 your performance was 
reviewed as part of the university’s five-year performance evaluation of administrators.  A part 
of the evaluation was a review undertaken to provide input into the evaluation.  The review, 
following guidelines, was conducted by a Review Committee comprised of representatives from 
the units under your responsibility and chaired by _______________________________.  The 
review provided for input from faculty, staff, peers and stakeholders.  A confidential copy of the 
report of the Review Committee has been provided to you.  I discussed the report and my 
evaluation with you on _____________________. 

 

Key outcomes of the five-year evaluation include: 

 

Suggestions for improvements were limited to: 

 

I look forward to working with you going forward as you continue to serve South Dakota State 
University as…(or alternate language if outcome is determined to be different)  Thank you for 
your dedication and leadership. 

 

Sincerely, 
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