Administrative Tribunal Member Evaluation Template
The Administrative Tribunal Member Evaluation Template is designed to help members of an administrative tribunal evaluate their performance.  This template builds on the core competencies expected of administrative tribunal members and Chairs.  Agencies should modify the document to reflect any unique competencies required of their members. 
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Administrative Tribunal Member Evaluation Template
Sample
	Knowledge and Values
	Rating

	Understands the legal framework, jurisdiction, procedures and subject matter of the tribunal.
	

	Can describe the collective and respective roles of the tribunal’s members and staff.
	

	Exhibits professionalism through an ability and willingness to learn and develop professionally.
	

	Exhibits commitment and maintains adjudicative competencies by being available for and participating in an appropriate number of hearings.
	

	Is aware of and respects diversity in all its forms.
	

	Maintains respectful and effective working relations with staff and colleagues.
	

	Complies with the tribunal’s Code of Conduct.
	

	
	

	Communication
	

	Asks clear, concise, relevant and understandable questions.
	

	Takes steps to facilitate effective communication and eliminate or reduce potential difficulties for those appearing before the tribunal.
	

	Treats everyone with respect.
	

	Uses language that is readily understood by all.
	

	Avoids inappropriate comments.
	

	Employs active listening skills and uses appropriate body language.
	

	Regularly checks the understanding of all participants, including colleagues.
	

	Makes effective use of those who facilitate, support, interpret, assist and represent to enable all to participate fully in the proceedings.
	

	Articulates decisions using clear and concise language so that the parties understand the findings, reasons and decisions.
	

	
	

	Conduct of Cases
	Rating

	Is properly prepared for each case.
	

	Conducts him/herself in a manner that establishes and maintains the independence and authority of the tribunal.
	

	Behaves in a courteous, measured, calm and non-confrontational manner.
	

	Recognizes and discloses any potential conflict of interest.
	

	Demonstrates integrity and independence.
	

	Is objective, open-minded and inspires respect and confidence.
	

	When chairing panel, clearly describes the hearing procedure and the issues to be decided.
	

	When chairing panel, facilitates the full participation of all parties, representatives and members to ensure fair treatment and just outcome.
	

	When chairing panel, manages the hearing to facilitate a fair and timely disposal.
	

	
	

	Evidence
	

	Identifies and uses only relevant facts and expert evidence from written and oral sources.
	

	Asks questions concerning material issues.
	

	For members who are specialists, provides clear, concise and accurate advice and guidance on matters within their expertise, as required.
	

	
	

	Decision-Making
	

	Appropriately participates in the decision-making process.
	

	Expresses opinions in discussion relevant to the issues.
	

	Considers all relevant information and advice before making a decision.
	

	Deals with conflicting relevant evidence and provides a clear explanation of findings of fact resulting from the conflicting evidence.
	

	Properly weighs the sufficiency and quality of evidence.
	

	Provides clear and understandable reasoning that leads to a logical conclusion on each issue.
	

	Makes reasoned decisions based on the relevant law and findings of fact.
	

	Communicates decisions within a reasonable period of time.
	

	
	

	Additional Matters for Chairs of Administrative Tribunals
	

	Effectively manages the work of the tribunal and tribunal members within the budget provided.
	

	Promotes improvements to the operation of the tribunal to improve efficiency, accessibility and timeliness, as appropriate.
	

	Promotes a positive, team-oriented atmosphere among staff and members.
	

	Ensures effective assessment of the tribunal and its members are conducted and promotes appropriate development opportunities to improve tribunal effectiveness.
	

	Maintains good communication and a positive working relationship with the Minister respecting budget and other administrative matters, while maintaining the independence of the tribunal in carrying-out its adjudicative responsibilities.
	

	Provides objective advice to the Minister to support merit based appointment and re-appointment processes.
	


Rating:

1 – Does not substantially meet standard

2 – Generally meets standard

3 – Consistently meets or exceeds standard
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