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Introduction To 



 
The Performance Development Process for Educational 

Administrators 

The Archdiocese of Indianapolis is committed to establishing personnel practices that affirm good work, 
promote professional growth, ensure accountability, and respect the dignity of each individual.  This 
performance development process was developed with these goals in mind. 
 
Educational administrators in the Archdiocese of Indianapolis enter into an agreement with the parish and 
the Archdiocese to perform the duties identified in their contract and ministry description.  This 
agreement holds the administrator accountable to the pastor/parish life coordinator or dean for the 
fulfillment of all duties listed; accountable to the school or faith formation commission or board for the 
implementation of commission or board goals and policies; and accountable to the secretary for Catholic 
Education and Faith Formation for the implementation of Archdiocesan goals and policies applicable at 
the parish level. This performance development process provides a tool to encourage dialogue about 
mutual accountability in the faithful performance of these duties. 

These documents are designed to delineate the roles of the administrator, the pastor/parish life 
coordinator, the school or faith formation commission or board and the Office of Catholic Education in 
the development of administrator performance.  This performance development process is more clearly in 
compliance with Canon law as it relates to the authority of the pastor on personnel matters that flows from 
his responsibility for governance of the parish.  
 

Canon 519 
The pastor (parochus) is the proper pastor of the parish entrusted to him, exercising the pastoral care of 
the community committed to him under the authority of the diocesan bishop in whose ministry of Christ, he 
has been called to share, so that for that same community he carries out the functions of teaching, 
sanctifying, and governing, also with the cooperation of other presbyters or deacons and with the 
assistance of lay members of the Christian Faithful, according to the norm of law.  
 
Canon #532 
In all juridic affairs the pastors represents the parish according to the norm of law…. 
 
Canon 536 #2 
A Pastoral council possesses a consultative vote only and if governed by the norms established by the 
diocesan bishop. 

 
 
This Performance Development Process was revised in 2002-2003 based on feedback from 
administrators, their supervisors and commission members.  The process also reflects the work of the 
National Association of Church Personnel Administrators, especially Performance Appraisal:  A Manual 
for Church Administrators and Parish Personnel Administration.



 

Philosophy of Performance Development 

The Archdiocese of Indianapolis believes in both the affirmation and the accountability that occurs in the 
context of performance development. This development serves the need of the Archdiocese to evaluate 
our mission and effectiveness and aids in the development of the educational administrator's contribution 
to that mission.  

The following core values should determine how this process is followed and be evident throughout each 
step of the process:  

 Integrity – Acting honestly with a high ethical standard in the Roman Catholic tradition. 

 Cooperation – Working together in faith to achieve our archdiocesan mission and goals. 

 Service – Listening to needs and responding with creativity and compassion. 

 Stewardship – Caring for the human, financial and material resources with which we are entrusted. 

The specific aims of the Performance Development Process are to:  

1. Review progress in performing the assigned responsibilities in the ministry description and in 
pursuing mutually determined goals to promote excellence in education;  

2. Affirm the accomplishments of people who serve the parish in leadership positions and 
demonstrate appreciation for their efforts;  

3. Identify opportunities for improvement and develop plans to address them in a pro-active 
manner;  

4. Facilitate communication and mutual understanding between the administrator, the supervisor, 
the school or faith formation commission or board and the Office of Catholic Education;  

5. Provide an objective and consistent basis for personnel actions such as compensation, 
professional development and continuation of employment; and to  

6. Reinforce the Gospel values of service to others, development of God-given abilities, and just 
treatment of all persons, that unites us in pursuit of our educational mission.  

Performance development is important from employee development, management and justice 
perspectives.  It is critical that performance development interviews are conducted both openly and 
honestly.  While affirmation is a part of this process, concerns about the performance should be addressed 
and resolved, not ignored. The contents of the annual performance development process should not 
surprise the supervisor or the educational administrator.  Rather, discussion about performance should be 
on-going.  

Performance development instruments are tools. The information gathered through using such 
instruments must be processed through dialogue between the administrator and their supervisor, the 
pastor/PLC or dean. 



 
 

Participants In The Process 
 
ADMINISTRATOR:   The administrator is employed by the pastor/parish life coordinator/dean to be 
either principal of a school, parish administrator of religious education or deanery center staff. The 
administrator initiates the development process according to the timeline and secures the participation of 
the supervisor and the school or faith formation commission or board. The administrator regularly reports 
progress on the annual goals to the supervisor and the commission.  
 
In inter-parochial high schools where the principal/president model exists, the president is accountable to 
the dean, the high school board and the Office of Catholic Education.  The principal is accountable to the 
president and to the Office of Catholic Education.  
 
SUPERVISOR:   The pastor, parish life coordinator, or dean is supervisor of the administrator.  The 
administrator is accountable to the supervisor for the fulfillment of all duties and responsibilities mutually 
agreed to in the contract and ministry description. In the case of an inter-parochial school, one pastor is 
specified as the supervisor. 
 
The development process ensures accountability for the mission of education and for the growth and 
development of the administrator.  The supervisor should offer suggestions for improving areas of 
performance.  
 
If the job performance falls below expectations, the supervisor alerts the Office of Catholic Education. 
When an area falls below expectations, the supervisor together with OCE will determine the next steps 
needed to improve the situation. 
 
The supervisor maintains a personnel file on each educational administrator. This file includes copies of: 
application packet, ministry description, signatures regarding archdiocesan/parish policies (e.g. child 
abuse), previous development reports, and copies of contracts.  
 
SCHOOL OR FAITH FORMATION COMMISSIONS/BOARDS:  In this time of transition with 
educational governance structures, the term commission is used synonymously with the term 'school 
commission', 'faith formation commission’ and ‘board of total Catholic education.’ The same is true with 
the terms 'commission president' and 'commission chair.'  
 
The commission holds the administrator accountable for implementing policy, advancing commission 
goals and objectives. The commission president is the primary participant in the performance 
development process. The president ensures the administrator's annual goals are reflective of the 
commission goals, directs the commission's participation in the “Summative Report” process and reports 
to the commission that the process has been completed. 
 
The commission president or chair provides feedback for the commission after consultation with the 
membership to the administrator’s annual goals and their alignment with the goals of the 
commission/board and the strategic plan for school or parish faith formation program improvement.   The 
opportunity for the commission/board president to provide written feedback occurs when the goals are  
  



 
submitted, and again when the summative report is completed and administrator meets with the 
commission to report on the progress in meeting his/her goals. 

OFFICE OF CATHOLIC EDUCATION: The Secretary for Catholic Education and Faith Formation is 
the canonical delegate of the Archbishop for the educational ministry in the archdiocese. The OCE 
provides a comprehensive personnel process for educational administrators.  

OCE provides training in the development process of educational administrators and gives input to the 
supervisor as part of the process.  OCE staff is available throughout the year to assist in the process.   

 

Relationships In The Appraisal Process 
 
 
 
 
 
 
 
 

 

 
 

 
 
Pastor/PLC is accountable to the Archbishop for Total Parish Ministry delegated to him/her. The 

Pastor/PLC delegates administrative responsibility to the administrators. The Pastor/ PLC is the 

employer/supervisor of the administrator. 

a. Pastor/PLC shares governance responsibility through the parish pastoral council and 

commissions in a “consultative relationship” with parishioners. Canonically the pastoral council 

cannot be over the Pastor/PLC. 

b. Therefore:  The Pastor and his “delegates” are directly responsible for the educational mission 

and they “consult with the parishioners.” 

c. The commission is not over the administrator, but it is also not helpful to look at the relationship 

in terms of the administrator over the commission.  They simply have different functions:  

consultation and administration – mutual or complementary responsibilities” for the mission: 

□ Commission helps make the plan and provides feedback and suggestions for policies as 

requested. 

□ Administrator carries out - implements the plans and policies. 

□ All are accountable to the Pastor/PLC. 

The commission provides input on performance appraisal to the pastor through the president or chair. 

The atmosphere of the successful performance development  process is one of mutual trust, credibility, 

and confidentiality. 

OCE 2002 12
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SAMPLE - PERFORMANCE DEVELOPMENT  TIMELINE    
 

MONTH ADMINISTRATOR SUPERVISOR COMMISSION  OCE 

May/June Send contract to OCE by June 
15. 

After completion and review of 
PAP, begin to form goals for 
coming year.  Call preliminary 
meeting with supervisor and 
commission president for input 
into goal setting for coming 
program year. 

Meet with supervisor to finalize 
and sign administrative goals. 
Provide copy of goals for 
Commission president to 
review.  Send copy of goals to 
OCE by August 31. 

Meet with administrator and 
commission president to give 
input for goal setting for coming 
program year. 

 

 

 

Meet with administrator(s) to 
finalize and approve 
administrative goals. 

Meet with administrator and 
supervisor to give input for 
administrator’s goal setting for 
coming program year. 

 

 

 

Receive and review goals from 
administrator(s). 

Receive signed contract 
from administrator(s). 

July On-going communication On-going communication On-going communication 
 

August On-going communication On-going communication On-going communication 
 

September On-going communication On-going communication On-going communication 
Receive goals from 
administrator(s) 

October On-going communication On-going communication On-going communication Send Mid-year form to 
administrator(s). 

Parish/school visits and 
reports 

November/ 
December 

Meet with supervisor for a mid-
year review by December 1.  
Send copy of mid-year review 
to Commission and OCE. 

Meet with administrator for mid-
year review by December 1. 

Receive copy of mid-year review. Parish/school visits and 
reports 

Receive copy of mid-year 
review from administrator 

January Give letter of intent to 
supervisor. 

Share letter of intent with 
Commission.  

If administrator is not returning, 
notify OCE to begin search 
process. 

 Parish/school visits and 
reports 

Send year-end PDP form to 
administrator. 

February  Meet with Commission for 
report on progress in meeting 
administrative goals. 
 
 

 
Meet with administrator for report 
on progress in meeting goals.  
Give written input to supervisor. 

Parish/school visits and 
reports 

Send contract packets and 
Summative Report to 
administrator. 

March  Complete administrator portion 
of Summative Report and give 
to supervisor prior to March 
meeting. 

Meet with supervisor to 
complete Summative Report. 
 
 

Meet with administrator(s) by 
March 31 to complete Summative 
Report taking into consideration 
any input from OCE or 
Commission. 
Send copy of completed Report 
to OCE and Commission by April 
15. 

  

April Negotiate and sign contract. 

Send contract and goals to 
OCE. 

Negotiate and sign contract. Receive copy of administrator’s 
PDP from supervisor. 

Prepare input for administrator’s 
goals for coming year. 

Receive copy of 
administrator’s PDP from 
supervisor. 

 
  



 
 

A Process for Writing Goal Statements 

What to Consider: 

Before writing annual goals the administrator needs to review the following resources:  
 The mission of the parish or school;  
 The ministry description;  
 The goals of the school or faith formation commission/board;  
 The recommendations of the process of accreditation for archdiocesan schools and school 

improvement plans 
 The Team plan Strategic Plan for Faith Formation;  
 Feedback from past performance reviews; 
 The administrator's plan for spiritual, personal and professional growth; 
 Feedback from students/program participants and staff using instruments provided by OCE; and 
 Guidance from OCE. 
 

How to Write them: 
 
This general review provides the basis for goal writing and is completed annually.  Goals should be 
SMART: 
 

 Short / Specific 
 Measurable 
 Attainable 
 Realistic, and  
 Time-based. 

Well-written goals are accompanied by clearly defined action steps. 

Goals do:      Goals do not:

□ Begin with a verb such as implement, 
improve, etc. 

□ Refer to what actions you personally will 
and can do. 

 

□ State a desired outcome. 

 
□ Relate to your professional responsibilities 

as outlined in standard ministry descriptions 
provided by OCE. 

   

□ Begin with an infinitive i.e. “to” implement, 
“to” improve, etc. 

□ Refer to an action of others or a generic 
person i.e. “the teachers or catechists will” 
or “the administrator will.”  

□ Include the steps to achieve the desired 
outcome within the statement of the 
outcome.  

□ Concern your personal interests or extra-
curricular activities (i.e. lose weight, paint a 
room or run a parish festival booth.)



 

Sample Educational Administrator Goals 

 
□ Administrative 
 

1. Develop and implement a useful, constructive evaluation process for staff performance. 
 

Action steps: 
a. Review and discuss goals for upcoming year with entire staff. 
b. Goals will remain posted in lounge/by mailboxes. Staff will note successes and will 

review goals monthly at regular meetings. 
c. Will meet with each staff person to establish individual goals 
d. Attend seminar on “How to Supervise People” 
e. Schedule formal review meeting twice a year. 
f. Schedule at least one formal observation of each staff member. 
g. When possible relieve staff for short breaks and take over lesson plans they have 

prepared. 
 

2. Initiate the development of a Faith Formation Commission. 
 

Action steps: 
a. Determine a means to recruit members, 
b. Identify those parishioners that could serve on the Commission. 
c. Schedule recruited members to attend one of the Archdiocesan training sessions. 
d. Decide on target dates for follow-up and ongoing training based on Our Hearts Were 

Burning within Us and other church documents that promote life-long formation. 
 

3. Develop a handbook for parents. 
 

Action steps: 
a. Gather samples from other parishes in deanery in July. 
b. Develop an initial draft for August. 
c. Gather feedback from commission in September. 
d. Develop a committee of parents/staff to review and make final recommendations during 

months of January through March. 
e. Finalize additions/corrections March through May 
f. Present final draft to Commission in June. 
 

□ Spiritual 
 

1. Model the importance of our Catholic faith to all students, parents and staff members. 
 

Action steps: 
a. In coordination with our Faith Formation Director, begin an after school service club. 
b. Involve students in Christian service projects monthly. 
c. In-service and help teachers plan innovative and child-friendly liturgies. 
d. Provide all-school activities during Advent, Lent, and Catholic Schools Week 

 
2. Take time to reflect on the presence of God in my life and in my ministry. 

 
Action steps: 

a. Attend a retreat and at least one day of reflection this program year. 
b. Create a spiritual journal 
c. Continue to meet monthly with spiritual advisor/director and discuss selected entries and 

growth steps. 



 

Sample Educational Administrator Goals 

 
□ Professional 
 

1. Develop and implement a staff development plan that includes spiritual formation. 
 

Action steps: 
a. Continue use of “FISH” philosophy to motivate faculty and staff. 
b. Implement ideas from “Feed the Teachers” to increase recognition and support of 

teachers. 
c. Plan at least one faculty retreat. 
d. Provide an in-service on helping students with grief, trauma and crisis.  

 
2. Develop professional skills published by NCCL in the National Certification Standards for 

Professional Directors of Religious Education. 
 
Action steps: 

a. Register for the Indiana Catechetical Leadership Institute at St. Mary-of-the-Woods. 
b. Read each of the Effective DRE Skills booklets published by Loyola Press. 
c. Attend the NCCL DRE Skills workshop on Developing a Parish Program scheduled in 

our region. 
d. Complete all pre-institute assignments before the June workshop. 

 
□ Relational 
 

1. Create a positive and friendly atmosphere in the school that promotes positive communication 
between faculty/staff, administration, school and the community. 

 
Action steps: 
a. Check lesson plans and curriculum guides regularly to be sure teachers are on task. 
b. Supervise the teachers regularly by observing their classes and offering suggestions as 

necessary. 
c. Keep parents informed of school events by sending out weekly newsletters. 
d. Keep faculty/staff updated on upcoming events through weekly memos. 
e. Address concerns at meetings or private conferences. 
f. Work with the PTO and Booster club to promote positive communication between the school 

community and the surrounding community and address the needs of the school. 
 

2. Develop a Religious Education Parent Group similar to a school’s Parent Teacher Organization to 
promote greater parental involvement in the program. 

 
Action steps: 
a. Ask area school PTO officers to share information about what involved them and the 

structure and handbooks they use. 
b. Invite commission to review materials gathered and make recommendations. 
c. Invite all Faith Formation program parents to a meeting to explain the purpose and consider 

joining. 
 

3. Improve communication between the school and parish religious education program. 
 

Action steps: 
a. Ask the parish administrator to lead a prayer or reflection day for faculty. 
b. Meet with one another regularly to determine where we can best collaborate for the good of 

both of our programs. 
 

  



 
Approval and Communication of  

Administrator’s Annual Goals and Action Steps 
 

In July or August, after the administrator has developed a list of proposed goals and action steps, the 
following process is recommended: 
 
1. The administrator should send the proposed goals and action steps to the supervisor for review and 

schedule a time for the two of them to meet. 
2. The administrator and supervisor should meet to discuss the goals and action steps to ensure mutual 

understanding and agreement.  The supervisor may ask for changes in the goals and action steps 
proposed or establish additional goals for the administrator.  Another purpose of this dialogue is to 
ensure that the goals are concrete, specific and attainable for the program year. 

3. If necessary, the administrator may have to revise the proposed goals and action steps based on 
feedback from the supervisor. 

4. After the supervisor approves the proposed goals and action steps, the administrator and supervisor 
both sign the Administrator’s Goals form. 

The administrator meets with the Board/Commission to inform them of goals and action steps and asks 
for their support.  The president of the Board/Commission gives any necessary feedback and signs the 
goal sheet. 
5. The supervisor places a copy of the goals and action steps in the administrator’s personnel file.  The 

administrator keeps the original form and sends a copy to the Office of Catholic Education (attn: 
Personnel Administrative Assistant). 

6. The administrator meets with the board/commission to inform them of the annual goals and action 
steps and ask for their support, where applicable.  In addition, the administrator may choose to share 
relevant goals and action steps with staff, parents, and students. 

Note:  If at any time, any of the parties feel uneasy – someone should request guidance from OCE. 

The Mid Year Discussion on Performance 

 
The mid-year review is a dialogue between the administrator and the supervisor that occurs in December 
or January. The purpose is to discuss how things are going and to identify, if necessary, any changes that 
need to be made: 
 
1. The administrator and supervisor should schedule a discussion about the performance and progress on 

goals.   
2. At the conclusion of this discussion, the supervisor should check the appropriate box on the form to 

indicate one of the following: 
  

□ After our discussion, I believe that job performance is fully meeting or exceeding expectations 
and that no major changes are necessary prior to year end.  

□ After our discussion, I believe that some changes need to be made or some area should be 
addressed prior to year end.  These changes or areas for improvement are documented and 
attached to this form. (Both administrator and supervisor should initial the attached form) 

3. The completed form and any attachments should then be signed and copied for administrator, parish 
personnel file and a copy should be sent to OCE. 

 
 
A sign that the appropriate level of dialogue has taken place would be that there are no surprises at 
the time of the end of the year performance development review. 



 

The Summative Performance Development Report  

 
The summative interview takes place in March or April and includes the following steps. 
 
STEPS FOR THE ADMINISTRATOR: 
 
Please participate in the review process in the following ways: 
 
1. Review the ministry description to clarify that the job has been done.  
 
2. Answer the questions listed on the next page regarding your accomplishments and areas for improvement.  
 
2. Set a time to meet with your supervisor to discuss your input. 
 
3. Give a copy of your summative report to your supervisor before your meeting.  
 
4. Meet with your supervisor for a year-end review of this summative report. (Be sure to bring an extra copy  

of the summative report with you.) 
 
5. Send a copy of the completed signed form to OCE by April 15. 
 
6. Inform the Board/Commission President that the appraisal process has been completed. 
 
 
 
STEPS FOR THE SUPERVISOR: 
 
1. Review the sections of this form completed by the educational administrator before scheduled meeting. 
 
2. Add your comments on page 3 of the Summative Report. 
 
3. Meet with the administrator to discuss your comments and to sign the form.  
 
4. Place a copy of the signed completed form in the administrator's personnel file and  

give the original to the administrator to forward to OCE. 

  

 



 
 

Response of Administrator to Unacceptable Performance Development Results 
 
The educational administrator has a line of appeal regarding written and verbal judgments of 
performance.  

 If these concerns are with the summative performance developments of the commission or with 
the Office of Catholic Education, the administrator alerts the supervisor of the disagreement.  

 If an administrator feels that there has been inaccuracy or an unjust appraisal by the supervisor, 
the following process can be used:  

 
Mediation Process 

 
1. Administrator advises supervisor of disagreement with the recommendations of the summative report.  

The administrator documents, in writing the disagreement of the summative report and states 
accurately the issues.  Administrator asks supervisor for an opportunity to review the summative 
report; this may involve mediation by a member of OCE.  This is a step to clarify and even change the 
summative report. The report and the written response become part of the personnel file.  

 
2. If the matter needs to be brought beyond the parish level it is directed to the Secretary for Catholic 

Education and Faith Formation. The Secretary for Catholic Education and Faith Formation may 
directly consider the statements and question each side, attempt mediation, and, if necessary, 
recommend a resolution to the supervisor.  

Steps To Be Used To Develop A Personal Improvement Plan 
 

If an administrator needs to engage in a Personal Improvement Plan the following procedure is used:  
 
1.  Supervisor and administrator identify the areas of the ministry description and meeting of goals in  
 which further development and improvement are needed. 
 
2. The Office of Catholic Education is contacted for assistance.  A staff member is assigned to discuss 

performance and assist the administrator with developing improvement plans and time frames for 
increased performance.  

 
3. Supervisor monitors the performance while a staff member from OCE coaches the administrator.  

4. In accord with the timeline, the supervisor rates administrator's performance.  



 
 

ARCHDIOCESE OF INDIANAPOLIS 
PERFORMANCE DEVELOPMENT PROCESS 

 
EDUCATIONAL ADMINISTRATOR  

OUTLINE OF ANNUAL GOALS 
 

 
NAME       CITY       
 
POSITION TITLE     SUPERVISOR      
 
 
Instructions for the Educational Administrator: It is critically important for you and your supervisor to 
have a common understanding of the results that you need to achieve during the next program year.  This 
process begins with what you consider the most important goals for you to pursue. Consideration should be 
given to your summative report, parish or school plans and commission priorities.  A detailed description on 
how to write goals and some sample goals are included in As Good Stewards (revised 2003;  pp. 6-8). 
 
In July or August, after you have developed a list of proposed goals and action steps, the following 
process is recommended: 
 
1. Administrator should send the proposed goals and action steps to the supervisor for review and 

schedule a time for the two of you to meet. 
2. Administrator and supervisor should meet to discuss the goals and action steps to ensure mutual 

understanding and agreement.  The supervisor may ask for changes in the goals and action steps 
proposed or establish additional goals for the administrator.  Another purpose of this dialogue is to 
ensure that the goals are concrete, specific and attainable for the program year. 

3. If necessary, administrator may have to revise the proposed goals and action steps based on feedback 
from the supervisor. 

4. After the supervisor approves the proposed goals and action steps, administrator and supervisor both 
sign the Administrator’s Goals form. 

5. Supervisor places a copy of the goals and action steps in the your personnel file.  You keep the 
original form and send a copy to the Office of Catholic Education (attn: Personnel Administrative 
Assistant). 

6. Administrator meets with the board/commission to inform them of the annual goals and action steps 
and ask for their support.  Board/Commission president provides feedback and signs goal form. In 
addition, you may also choose to share relevant goals and action steps with staff, parents, and 
students. 

 
Note:  If at any time, any of the parties in this process feel uneasy – someone should notify 
OCE for guidance. 



 
 

EDUCATIONAL ADMINISTRATOR’S GOALS 
 

Please list the following types of goals and attach an action plan for reaching these goals: 
 

ADMINISTRATIVE GOALS: Write at least two goals that relate to tasks outlined in the ministry 
description for administrators.  Which tasks do you need to focus on in the coming year?  Which 
responsibilities would you like to perform better? 
 
 
 
 
 
 
PROFESSIONAL DEVELOPMENT GOAL(S):  Write at least one goal that addresses where you 
would like to further your own professional development.  Where do you see yourself growing 
professionally?  What would you like to learn more about in order to better perform your work? 
 
 
 
 
 
 
SPIRITUAL GOAL (S):  Write at least one goal that focuses on your personal spiritual development.  
How might you enhance your own spiritual growth?  How can you be a more effective spiritual leader for 
others? 
 
 
 
 
 
RELATIONAL/COMMUNICATION GOAL (S):  Write at least one goal that allows you to build 
relationships or communicate more effectively with those you serve.  Which relationships (pastoral team, 
families, commission, etc) need the most attention?  How can you improve them? 
 
 
 
 
 
COMMISSION PRESIDENT'S FEEDBACK 
 
The purpose of this feedback is to ensure that the goals and objectives of the commission are incorporated in 
the above administrator's goals. 
              
 
              
 

              
 
              
Commission/Board President Signature      Date



 
 

SUPERVISOR FEEDBACK 
 
Please respond to each suggested goal in the order it is written. 

ADMINISTRATIVE GOALS 
 
  Keep as is  
 
_______ Modify with 
 
 
 
PROFESSIONAL DEVELOPMENTAL GOALS (S) 
 
  Keep as is  
 
_______ Modify with 
 
 

SPIRITUAL GOAL (S) 
 
  Keep as is  
 
_______ Modify with 
 
 
 
RELATIONAL/COMMUNICATION GOAL (S) 
 
  Keep as is  
 
_______ Modify with: 
 
 
SIGNATURES:  Please sign after this meeting occurs.  
 
Educational Administrator______________________________________ Date    
 
 
Supervisor  __________________________________________________ Date    
 
 
Other comments: 
             
             
              
 
GIVE COPY TO OCE AND COMMISSION BY August 31st. 



 
 

Archdiocese of Indianapolis 
PERFORMANCE DEVELOPMENT PROCESS 
Mid-Year Review for Educational Administrators 

 
 
Administrator’s Name: ___________________________  Position:      
 
 
Parish/School       Supervisor:      
 
The mid-year review is a dialogue between the administrator and the supervisor that occurs in December 
or January. The purpose is to discuss how things are going and to identify, if necessary, any changes that 
need to be made. 
 
 
At the conclusion of this discussion, the supervisor should check the appropriate box below.  Both the 
supervisor and administrator should sign the form and a copy should be sent to OCE. 
 
 
Supervisor should check one of the items below: 
 
 

□ After our discussion, I believe that the administrator is fully meeting or exceeding 
expectations and that no major changes are necessary prior to year end. 

 
 

□ After our discussion, I believe that some change needs to be made or some area(s) should be 
addressed prior to year end.  These changes or areas for improvement are documented and 
attached to this form. (Both administrator and supervisor should initial the attached form) 

 
 
 
 
 
 
 
 
 
 
Signatures: 
 
Sign only after mid-year meeting has taken place.  Signatures indicate that dialogue has occurred, not 
necessarily that agreement has been reached. 
 
 
Educational Administrator      Date:     
 
Supervisor        Date:     



 
 

ARCHDIOCESE OF INDIANAPOLIS 
EDUCATIONAL ADMINISTRATOR 

PERFORMANCE DEVELOPMENT PROCESS 
SUMMATIVE REPORT 

  
 
 
 
Name                                                 Date       
 
Supervisor                                         Parish/School                              
 
  
 
 
INSTRUCTIONS TO THE ADMINISTRATOR: 
 
 
Please participate in the review process in the following ways: 
 
1. Answer the questions listed on the next pages regarding your accomplishments and areas for 

improvement.  
 
2. Set a time to meet with your supervisor to discuss your input. 
 
3. Give a copy of this report to your supervisor before your meeting.  
 
4. Meet with your supervisor for a Performance Development Summative Report. 
 
5. Your supervisor will also have completed a Performance Development Form.   
 Both documents will be used to facilitate discussion about your performance and plans  
 for ongoing improvement.  
 
6. Send a copy of the completed signed form to OCE by April 15. 
 
7. Inform the Board/Commission President that the performance development process has been 

completed. 
 



 
 

PART 1:  EDUCATIONAL ADMINISTRATOR’S FORM 

 

ARCHDIOCESE OF INDIANAPOLIS 

ANNUAL PERFORMANCE DEVELOPMENT QUESTIONNAIRE FOR  
EDUCATIONAL ADMINISTRATOR 

 

Name: ________________________________________________________________ 
 
Position/Title: __________________________________________________________ 
 
Parish, School, or Agency: ________________________________________________ 
 
Supervisor: __________________________ Supervisor’s Title__________________ 
 
 

1. Please describe your accomplishments during the past year.  Include projects completed, 
goals achieved, new assignments undertaken, and new skills mastered. 

 
 
 
 
 
 
 

2. Please describe what you consider to be areas for improvement or growth.  Include 
projects that need to be completed, goals that have not been achieved, and skills that need 
to be enhanced. 

 
 
 
 
 

3. Please indicate any training programs or educational activities in which you have 
participated during the past year (in-house training programs, conferences, college 
courses, personal study, etc.) 

 
 
 
 
 

4. What skills do you have which you feel could be better utilized on the job? 
 
 
 
 
 



 
 

5. What are some of the things you would like to improve or change in your parish, school, 
or agency? 

 
 
 
 
 
 
 

6. How do you feel about your working relationship with your supervisor and colleagues?  
(Communication, availability, etc.) 

 
 
 
 
 
 
 

7. What do you propose as possible goal areas for next year? 
 
 
 
 
 
 
 
 

8. How can your supervisor or other staff members help you accomplish your proposed 
goals and support you in your ministry? 

 
 
 
 
 
 
 
 
 
 
Educational Administrator’s Signature: __________________________ Date: _____________ 
 



 
 

PART 2:  SUPERVISOR’S FORM 
 
 

ARCHDIOCESE OF INDIANAPOLIS 
DRAFT EXEMPT PERFORMANCE DEVELOPMENT FORM 

 
Name: __________________________________________________________________ 

Position/Title: ____________________________________________________________ 

Parish, School, or Agency: _________________________________________________ 

Date: ___________________ Job/Ministry Description Current:  Yes ____  No_____ 

Supervisor: ______________________ Supervisor’s Title: ______________________ 

 

General Instructions 

 
Part I Performance Factors:  Please evaluate the Educational Administrator using the 

following performance levels: 
 Does Not Meet Position Requirements   (Does Not Meet) 
 Meets Position Requirements   (Meets) 
 Substantially Exceeds Position Requirements   (Exceeds) 
 Uncertain (UNC) 

Part II  Goals:  Assess the Educational Administrator’s performance on each of the  
goals that were established.  Review the proposed goal areas, which must support the 
Church’s mission and values. 

 
Part III  Overall Rating:  Certify that the Educational Administrator has met the 

requirements of the position for the performance period.  If the Educational  
Administrator does not meet specific performance requirements, a performance  
improvement plan must be prepared in Part IV. 

 
Part IV  Performance Plan:  This section is only completed when overall performance does 

not meet position requirements.  Before a performance plan is written, contact the Office 
of Catholic Education for assistance.  A staff member will be assigned to discuss ministry 
performance and will work with you and the Educational Administrator to identify an 
action plan for improvement of current position requirements and a time frame for 
increased performance.  

 
Part V Educational Administrator Comments:  Provide an opportunity for Educational 

Administrator to comment on  
  



 
 

any aspect of the performance review. 

 

 

 

Part I – Performance Factors 

For each of the following factors, please evaluate the Educational Administrator’s performance by 
checking the appropriate box.  Document specific examples that reflect the rating.  For each factor, 
performance examples of “Meets” expectations are provided to assist in the assessment process. 
 
 
A. Job Knowledge 

 
Does Not 

Meet 
 

Meets 

 

Exceeds 

 

UNC 
Keeps abreast of new knowledge and concepts related to job and area of 
ministry. 

    

Shares knowledge and experience by coaching other employees as 
appropriate. 

    

Develops a strong linkage between work performed and the work of the 
team and/or other ministries. 

    

Comments: 
 
 
 
 
 
 
 
 
 

    

 
 
 
B. Judgment 
 

 
Does Not 

Meet 
 

Meets 

 

Exceeds 

 

UNC 
 
Uses good process in gathering facts and data. 

    

 
Makes logical decisions based on the facts and data available. 

    

Applies a sense of urgency to problems that arise, finding solutions in a 
timely manner. 

    

Maintains even-tempered disposition while performing work assignments 
or projects. 

    

 
Anticipates the consequences of decisions and actions. 

    

Questions strategies not supported by facts and develop alternative 
strategies. 

    

 
Accepts accountability for actions and decisions. 

    

Comments:     



 
 

 
 
 
 
 
 
 
 
  



 
 

 
C. Communication 

 
Does Not 

Meet 
 

Meets 

 

Exceeds 

 

UNC 
 
Models good interpersonal skills. 

    

 
Presents well organized, correct and easily understood verbal 
communication. 

    

 
Keeps supervisor informed of accomplishments and/or problems 
concerning assigned tasks. 

    

 
Creates well-written and appropriately documented ideas and concepts. 

    

Comments: 
 
 
 
 
 
 
 
 
 

    

 
 
D. Flexibility 
 

 
Does Not 

Meet 
 

Meets 

 

Exceeds 

 

UNC 
 
Copes with changing work demands under pressure. 

    

 
Commits to a learning environment and effectively applies new concepts, 
technology, and theories. 

    

 
Identifies problems in advance and modifies work approach to meet 
changing conditions. 

    

 
Adapts to changes required while maintaining quality of work. 

    

 
Performs effectively as a team member, increasing employee morale and 
effort. 

    

Comments: 
 
 
 
 
 
 
 
 
 

    

 
  



 
 

 
E. Initiative 
 

 
Does Not 

Meet 
 

Meets 

 

Exceeds 

 

UNC 
 
Uses time efficiently and assist others as appropriate. 

    

 
Prioritizes projects and work assignments, simplifying work problems and 
creating new approaches and procedures. 

    

 
Starts work assignments and projects promptly once objectives are 
established. 

    

 
Embraces the change process and is committed to continuous growth. 

    

Comments: 
 
 
 
 
 
 
 
 
 

    

 
 
 
F.  Core Values 

 
Does Not 

Meet 
 

Meets 

 

Exceeds 

 

UNC 
 
Models integrity – acting honestly with a high ethical standard in the 
Roman Catholic tradition. 

    

 
Models cooperation – working together in faith to achieve our 
archdiocesan mission and goals. 

    

 
Models service – listening to needs and responding with creativity and 
compassion. 

    

 
Models stewardship – caring for the human, financial, and material 
resources with which we are entrusted. 

    

Comments: 
 
 
 
 
 
 
 
 
 

    

 



 
 

Part II – Goals 
 

A. Previous Goals:  Please comment on the Educational Administrator’s effectiveness in achieving the goals 
that were previously established. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

B. Proposed Goal Areas:  Please comment on the Educational Administrator’s proposed goal areas for next 
year.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Part III – Overall Evaluation 
 
Performance Strengths: 
 
             
             
             
              
 
Performance Areas for Improvement: 
 
             
             
             
              
 
The Educational Administrator meets the expected performance level for this position 
 
Yes_______   No_______ 
 
 
If no, contact the Office of Catholic Education for assistance.  A staff member will be assigned to discuss job 
performance and assist the administrator with developing an improvement/development plan and a time frame for 
increased performance.   

 

Part IV – Performance Plan 
 
 
State the agreed upon steps to be taken during the next performance period to improve/develop performance in the 
current position or to support the changes in focus for the position.  Include agreed upon actions and timeframes to 
be observed in making these improvements.   
 

Improvement/Development Steps 
Target Date of Action 

(Month/Year) 

  

  

  

  

  

  

  

  

 
 
 
 
 
 
 



 
 

Part V – Educational Administrator’s Comments 
 
Educational Administrators are encouraged to freely express reaction to part or all of this Performance Development 
Form.  An attachment may be added to this form if there is a need for more space.  The opportunity to document 
comments is indicated by the Educational Administrator’s signature. 
 
             

             

             

             

             

             

              

 
 
SIGNATURES: 
 
Educational Administrator      Date:      
 

Supervisor        Date:      

 


