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Program Director Self-Evaluation Form 


Instructions: The following tool is for your use in identifying your professional development that will support your program goals.  Your self-assessment will help identify areas of strength and areas that need improvement.  Read each of the statements below and rate yourself.  Then determine priorities based on your work.  
	I
	PROGRAM LEADERSHIP

The program director establishes and promotes the program philosophy, goals and objectives of Kentucky Adult Education.
	SELF-ASSESSMENT
	PRIORITY

	
	
	NEEDS

IMPROVEMENT
	GOOD
	EXCELLENT
	HIGH
	MEDIUM
	LOW

	1.1
	Promotes the philosophy, goals and objectives of adult education at local, state and national levels
	1
	2
	3
	1
	2
	3

	1.2
	Establishes a vision, mission and/or purpose statements to articulate the work and objectives of the program
	1
	2
	3
	1
	2
	3

	1.3
	Makes program decisions aligned with program mission, philosophy and goals
	1
	2
	3
	1
	2
	3

	1.4
	Analyzes the demographics of the community to address the educational needs of its citizens
	1
	2
	3
	1
	2
	3

	1.5
	Leads a participatory strategic planning process, promoting the use of assessments to determine staff, learner and community needs
	1
	2
	3
	1
	2
	3

	1.6
	Communicates regularly with staff and involves them in program planning through a variety of formal and informal means
	1
	2
	3
	1
	2
	3


	II
	PROGRAM LEADERSHIP

The program director models leadership strategies which enable and empower staff to grow professionally.
	SELF-ASSESSMENT
	PRIORITY

	
	
	NEEDS

IMPROVEMENT
	GOOD
	EXCELLENT
	HIGH
	MEDIUM
	LOW

	2.1
	Models professional behavior and encourages staff to act in a professional manner
	1
	2
	3
	1
	2
	3

	2.2
	Promotes, monitors and supports professional development for self and staff in compliance with KYAE policy
	1
	2
	3
	1
	2
	3


	II
	PROGRAM LEADERSHIP

The program director models leadership strategies which enable and empower staff to grow professionally.
	SELF-ASSESSMENT
	PRIORITY

	
	
	NEEDS

IMPROVEMENT
	GOOD
	EXCELLENT
	HIGH
	MEDIUM
	LOW

	2.3
	Provides an environment that encourages personal as well as professional growth
	1
	2
	3
	1
	2
	3

	2.4
	Utilizes national and state resources (e.g., list serv’s, Learning Disabilities Digest, Academic Impressions, Focus on Basics) to stay informed on current educational research and data trends
	1
	2
	3
	1
	2
	3

	2.5
	Models practice which encourages the development of professional knowledge and skills in relevant technologies as they apply to adult learning and professional development practices
	1
	2
	3
	1
	2
	3

	2.6
	Models the use of technology in daily work-related applications and encourages staff to do the same
	1
	2
	3
	1
	2
	3

	2.7
	Supports and encourages staff in working through challenging situations
	1
	2
	3
	1
	2
	3

	2.8
	Listens attentively and encourages staff to confer on issues affecting programs and services
	1
	2
	3
	1
	2
	3

	2.9
	Delegates authority as appropriate and provides clear direction to staff and students
	1
	2
	3
	1
	2
	3

	2.10
	Deals effectively with unprofessional behavior and takes appropriate corrective action
	1
	2
	3
	1
	2
	3


	III
	PROGRAM DEVELOPMENT

The program director builds collaborative relationships with various community agencies and institutions to promote and enhance the delivery of services.
	SELF-ASSESSMENT
	PRIORITY

	
	
	NEEDS

IMPROVEMENT
	GOOD
	EXCELLENT
	HIGH
	MEDIUM
	LOW

	3.1
	Establishes and monitors partnerships and agreements with businesses, postsecondary institutions, local educational agencies, court systems, child care centers, health centers, employment and job training centers, boards, and social agencies to expand understanding of adult education, assess needs, enhance program resources as well as recruitment efforts and improve services for adult learners
	1
	2
	3
	1
	2
	3

	3.2
	Participates in local organizations (e.g., P-16 councils, WIA boards, One-Stops, etc.)
	1
	2
	3
	1
	2
	3

	3.3
	Uses community demographics to inform decisions related to marketing and recruitment
	1
	2
	3
	1
	2
	3

	3.4
	Uses board and/or advisory committee to offer programmatic suggestions to strengthen the program within the community
	1
	2
	3
	1
	2
	3


	IV
	PROGRAM DEVELOPMENT
The program director guides the continuous improvement of instructional practices, curriculum design and retention strategies.
	SELF-ASSESSMENT
	PRIORITY

	
	
	NEEDS

IMPROVEMENT
	GOOD
	EXCELLENT
	HIGH
	MEDIUM
	LOW

	4.1
	Guides and/or provides instruction in literacy, adult basic education, GED preparation, and other programs based on county’s needs assessment, local data profile and community demand (e.g., ESL, ESOL, workplace, family literacy, corrections)
	1
	2
	3
	1
	2
	3

	4.2
	Initiates and facilitates change for continuous program improvement and capacity building by integrating research-based instructional practices
	1
	2
	3
	1
	2
	3

	4.3
	Provides instructional leadership by initiating and monitoring the process of curriculum development and supports instructional strategies based on research in adult learning and development
	1
	2
	3
	1
	2
	3

	4.4
	Supports the integration of relevant technologies into the instructional system
	1
	2
	3
	1
	2
	3

	4.5
	Supports adaptations to ensure program inclusiveness and suitability for special needs students
	1
	2
	3
	1
	2
	3

	4.6
	Applies resources and curriculum materials to support anti-bias and multicultural learning
	1
	2
	3
	1
	2
	3

	4.7
	Demonstrates an understanding of the characteristics of the adult student, acknowledging the barriers they may encounter and the importance of motivation to their success
	1
	2
	3
	1
	2
	3


	V
	PROGRAM MANAGEMENT

The program director effectively manages program operations and resources.
	SELF-ASSESSMENT
	PRIORITY

	
	
	NEEDS

IMPROVEMENT
	GOOD
	EXCELLENT
	HIGH
	MEDIUM
	LOW

	5.1
	Oversees recordkeeping and the day-to-day operation of program
	1
	2
	3
	1
	2
	3

	5.2
	Assures appropriate program staffing
	1
	2
	3
	1
	2
	3

	5.3
	Hires, supervises, observes and evaluates staff based on established criteria and due process
	1
	2
	3
	1
	2
	3

	5.4
	Uses clearly defined written rules, processes and procedures for all programmatic functions
	1
	2
	3
	1
	2
	3

	5.5
	Establishes procedures to meet performance measures for program accountability
	1
	2
	3
	1
	2
	3

	5.6
	Provides for a system of management observations & evaluations focusing on such areas as:
1) organizing and delivering instruction

2) using instructional materials and technology

3) monitoring and assessing student progress

4) accommodating diverse learning styles

5) providing student guidance and referrals

6) helping students apply learning to real-life situations


	1
	2
	3
	1
	2
	3

	5.7
	Coordinates staff schedules and activities to ensure effective program operation
	1
	2
	3
	1
	2
	3

	5.8
	Cultivates an atmosphere of respect for all staff and students
	1
	2
	3
	1
	2
	3

	5.9
	Establishes and maintains an environment conducive to positive worker morale in a safe work situation
	1
	2
	3
	1
	2
	3

	5.10
	Promotes an environment in which cultural and philosophical diversity is valued and appreciated
	1
	2
	3
	1
	2
	3

	5.11
	Creates a learning culture in which staff members are expected and have opportunities to utilize talents and acquire skills to help solve program issues
	1
	2
	3
	1
	2
	3

	5.12
	Uses student data to inform programmatic, curricula and instructional decisions
	1
	2
	3
	1
	2
	3


	VI
	PROGRAM ACCOUNTBILITY

The program director fulfills KYAE contractual requirements for policy compliance, record keeping and reporting.
	SELF-ASSESSMENT
	PRIORITY

	
	
	NEEDS

IMPROVEMENT
	GOOD
	EXCELLENT
	HIGH
	MEDIUM
	LOW

	6.1
	Understands, interprets and assures compliance with federal and state laws and regulations
	1
	2
	3
	1
	2
	3

	6.2
	Applies for basic grant and additional funding as needed to implement the program’s goals and objectives
	1
	2
	3
	1
	2
	3

	6.3
	Manages fiscal resources and reports financial information in a timely
	1
	2
	3
	1
	2
	3

	6.4
	Monitors and approves purchasing
	1
	2
	3
	1
	2
	3

	6.5
	Recruits students to meet enrollment goals
	1
	2
	3
	1
	2
	3

	6.6
	Uses data to monitor and evaluate student outcomes and program improvement efforts
	1
	2
	3
	1
	2
	3

	6.7
	Establishes clear procedures for collecting, documenting and reporting data in a timely manner
	1
	2
	3
	1
	2
	3

	6.8
	Analyzes and reports program outcomes and evaluation data for various audiences
	1
	2
	3
	1
	2
	3

	6.9
	Implements an overall program review process that is ongoing, participatory and based on a written plan to assess program strengths and areas for improvement
	1
	2
	3
	1
	2
	3

	6.10
	Complies with state data collection and reporting requirements
	1
	2
	3
	1
	2
	3

	6.11
	Complies with current state professional development requirements
	1
	2
	3
	1
	2
	3


PD Needs and Priorities

Instructions: List the standards for which you circled 1 for Self-Assessment and 1 for Priority.

	STANDARD (NEEDS IMPROVEMENT & HIGH PRIORITY)

	

	

	

	

	

	

	

	

	


PD Goal Identification

Answering the following questions will help you create your professional goal.
	1. From the self evaluation you completed and the area of need you identified in Step 2, what is the primary goal you want to achieve in your practice this year?  Remember a SMART goal is: 

· Specific—What? Why? How?

· Measurable—how will you measure progress
· Attainable

· Realistic—do-able
· Timely—set a timeframe; put an end on your goal

Write your goal below:


	2. Aligning your goal with your program’s goal is important to do.  How does your goal align with your program’s goals?  



	3. Achieving your goal will help your program  accomplish what?  Check all that apply. FORMCHECKBOX 
 More students enter employment





 FORMCHECKBOX 
 More students retain employment

 FORMCHECKBOX 
 More students receive a GED






 FORMCHECKBOX 
 More students enter postsecondary education

 FORMCHECKBOX 
 More students improve math skills





 FORMCHECKBOX 
 More students improve reading skills

 FORMCHECKBOX 
 More students stay in the program long enough to achieve their goals


 FORMCHECKBOX 
 More students earn a GED

 FORMCHECKBOX 
 More students improve job performance


Now that you’ve completed your self-review, have your instructors complete the Instructor Self-Evaluation Form and ensure their goals align with your program’s needs. 
We hope this planning form was helpful.

KYAE Professional Development Staff

Source: Illinois Adult Education & Family Literacy Service Center Network




Page 2 of 9
March 2006

