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        (Non‑Supervisory/Non‑Managerial Employees)
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		A.       PERFORMANCE RATING
The evaluator will rank the employee on the following performance indicators by checking the 
appropriate rank on the scale.



	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
		 Superior:              Employee's performance is outstanding, consistently exceeding the objective.  
                               The employee demonstrates initiative and requires minimal supervision.

 Above Average:   Employee's performance is good, often exceeding the objective.
                               The employee willingly accepts responsibility and requires only infrequent supervision.

 Satisfactory:        Employee's performance is adequate, usually accomplishing the objective.  
                               The employee follows instructions and requires normal supervision.

 Marginal:              Employee's performance is substandard and needs improvement.  
                               The employee requires frequent supervision and direction.

 Unsatisfactory:    Employee's performance is unacceptable and is substantially below expectations.  
                               The employee rarely accomplishes the objective even with frequent supervision and 
                               direction.

 Not Applicable:   The objective does not apply to the employee's job function.
                   (N/A)
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		1
	Performs secretarial duties for the Principal and other administrative staff and organizes and coordinates functions and duties of other clerks and bookkeepers
	 
	 
	 
	 
	 
	 

	2
	Receives messages and communicates via the telephone with parents, general public, and school system personnel
	 
	 
	 
	 
	 
	 

	3
	Serves as a receptionist for Principal
	 
	 
	 
	 
	 
	 

	4
	Assumes responsibility for establishing and maintaining appropriate records and files; prepares and submits reports to the system-wide service offices, and other offices and agencies as necessary
	 
	 
	 
	 
	 
	 

	5
	Implements approved office policies and procedures under the direction of the Principal
	 
	 
	 
	 
	 
	 

	6
	Ensures that the school register is available and kept up-to-date
	 
	 
	 
	 
	 
	 

	7
	Assists in maintaining school cost center budgets as related to ordering, receiving and distribution of office materials and supplies
	 
	 
	 
	 
	 
	 

	8
	Prepares correspondence, reports, forms and materials for duplication and distribution
	 
	 
	 
	 
	 
	 

	9
	Operates office machines and equipment necessary for the efficient operation of the school office
	 
	 
	 
	 
	 
	 

	10
	Performs health services, if needed, for which training will be provided
	 
	 
	 
	 
	 
	 

	11
	Completes all trainings and other compliance requirements as assigned and by the designated deadline
	 
	 
	 
	 
	 
	 

	12
	Performs other duties as assigned by the supervisor
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		PERFORMANCE RATING



	
	

	
	
	
	
	
	
	

	
		
		This part of the evaluation instrument is designed to evaluate
the work performance of the individual.  Use the same
descriptors that were used in Part A of this instrument.  Place
a check opposite the work descriptors listed below indicating
your evaluation of the employee's performance.



	 SUPERIOR
	 ABOVE AVERAGE
	 SATISFACTORY
	 MARGINAL
	 UNSATISFACTORY
	 NOT APPLICABLE

	1.
	QUALITY OF WORK
Performs quality work.
	 
	 
	 
	 
	 
	 

	2.
	QUANTITY OF WORK
Produces sufficient amount of work.
	 
	 
	 
	 
	 
	 

	3.
	RESPONSIBILITY
Accepts and fulfills job responsibilities.
	 
	 
	 
	 
	 
	 

	4.
	INITIATIVE
Takes appropriate initiative in work situations.
	 
	 
	 
	 
	 
	 

	5.
	COOPERATION
Cooperates with fellow workers and supervisor.
	 
	 
	 
	 
	 
	 

	6.
	COURTESY
Demonstrates consideration for others by being courteous and tactful.
	 
	 
	 
	 
	 
	 

	7.
	DEPENDABILITY
Demonstrates dependability by following instruction and remaining on the job  until task is completed.

	 
	 
	 
	 
	 
	 

	8.
	ATTENDANCE
Maintains a good attendance record by being present every day, being on time, and by not leaving early.
	 
	 
	 
	 
	 
	 

	9.
	SAFETY
Practices approved and prescribed methods of safety.
	 
	 
	 
	 
	 
	 

	10.
	PROFESSIONAL DEVELOPMENT
Participates in professional development activities designed to improve job  
performance.
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		1.     IDENTIFICATION OF STRENGTHS:
   
   
   
   
2.     RECOMMENDATION(S) FOR PERSONAL GROWTH:
   
   
   
   
3.     COMMENTS/OTHER REMARKS:
   
   
   
   
4.     THE EMPLOYEE BEING EVALUATED MAY RESPOND TO ANY PART OF THE EVALUATION IN 
        THE SPACE PROVIDED BELOW AND INITIAL THE RESPONSE.
   
   
   
   
We hereby acknowledge that a conference has been conducted, this evaluation discussed, and a copy has been provided to the employee evaluated whose signature does not indicate agreement with the content.  In the event the employee disagrees with this evaluation, a letter expressing the nature of disagreement may be submitted to Personnel Services within ten (10) working days of receipt of evaluation with a copy to the Evaluator.  An evaluation may also be appealed to the next appropriate supervisor.
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