USD 203 Classified Employee Performance Evaluation Form

	Employee Name:
	     
	Bldg. Assignment:
	     
	Job Assignment:
	     

	Evaluation Date:
	     
	Supervisor:
	     
	Evaluator:
	     


	Performance Factors
	Comments on Performance Expectations 
	Rating


	1.  Quality of Work
	     
	 FORMCHECKBOX 
  Outstanding*

	· Competence

· Accuracy

· Neatness

· Thoroughness
	
	 FORMCHECKBOX 
 Exceeds Expectations

	
	
	 FORMCHECKBOX 
 Meets Expectations

	
	
	 FORMCHECKBOX 
 Needs Improvement

	
	
	 FORMCHECKBOX 
 Unsatisfactory*


	2.  Quantity of Work
	     
	 FORMCHECKBOX 
  Outstanding*

	· Use of Time

· Volume of Work Accomplished

· Ability to Meet Schedules

· Productivity Level
	
	 FORMCHECKBOX 
 Exceeds Expectations

	
	
	 FORMCHECKBOX 
 Meets Expectations

	
	
	 FORMCHECKBOX 
 Needs Improvement

	
	
	 FORMCHECKBOX 
 Unsatisfactory*


	3.  Job Knowledge
	     
	 FORMCHECKBOX 
  Outstanding*

	· Degree of Technical Knowledge

· Understanding of Job Procedures     

    and Methods

· Use of Technology
	
	 FORMCHECKBOX 
 Exceeds Expectations

	
	
	 FORMCHECKBOX 
 Meets Expectations

	
	
	 FORMCHECKBOX 
 Needs Improvement

	
	
	 FORMCHECKBOX 
 Unsatisfactory*


	4.  Working Relationships
	     
	 FORMCHECKBOX 
  Outstanding*

	Ability to Work/Cooperate With:

· Supervisor

· Co-Workers

· Students/Clients
	
	 FORMCHECKBOX 
 Exceeds Expectations

	
	
	 FORMCHECKBOX 
 Meets Expectations

	
	
	 FORMCHECKBOX 
 Needs Improvement

	
	
	 FORMCHECKBOX 
 Unsatisfactory*


	5.   Other Skills
	     
	 FORMCHECKBOX 
  Outstanding*

	· Planning/Prioritizing

· Organization/Punctuality

· Problem Solving

· Decision Making
	
	 FORMCHECKBOX 
 Exceeds Expectations

	
	
	 FORMCHECKBOX 
 Meets Expectations

	
	
	 FORMCHECKBOX 
 Needs Improvement

	
	
	 FORMCHECKBOX 
 Unsatisfactory*


	6.  Communication
	     
	 FORMCHECKBOX 
  Outstanding*

	· Effective Written Communication

· Effective Oral Communication

· Appropriate Response Time
	
	 FORMCHECKBOX 
 Exceeds Expectations

	
	
	 FORMCHECKBOX 
 Meets Expectations

	
	
	 FORMCHECKBOX 
 Needs Improvement

	
	
	 FORMCHECKBOX 
 Unsatisfactory*


	7.  Specific Achievements:

     

	8:  Performance Goals for the Next Evaluation Period

     

	9.  Training and Development Suggestions

     

	10.  Other Comments of Supervisor

     

	11.  Comments of Employee

     


	Employee Signature:
	
	Date:       
	I understand that my signature attests only that this evaluation was discussed with me in a personal interview on this date.  It does not necessarily indicate that I agree with the evaluation.


	Evaluator Signature:
	
	Date:       
	


List of Sample Job Functions/Standards:

	1

Quality of Work
	A.  Acts specifically to improve the processes and skills needed to perform job assignment and tasks.

B. Demonstrates commitment to ethical practices.

C. Performs/completes work that is organized, clear, unambiguous, complete, and consistent, with clarity of purpose and expression.

D. Performs work accurately with attention to detail.

E. Provides quality service in a timely fashion.

	2

Quantity of Work
	A. Meets deadlines/schedules and carries out tasks in a timely manner to meet the needs of the work group.

B. Adapts effectively to changes in work environment. (i.e., work loads, conditions, assignments, etc.)

C. Prioritizes and manages workflow, time, and resources to meet work group objectives.

D. Keeps to assigned work schedule and takes breaks appropriately.

	3

Job Knowledge
	A. Identifies and/or implements new approaches to work tasks based upon creative insight or observation of others.

B. Works to enhance professional job knowledge and skills.

C. Follows district/school policies and procedures.

	4

Working Relationships
	A. Treats coworkers and others with courtesy and respect.

B. Cooperates with others to accomplish tasks and organizational goals.

C. Demonstrates the ability to get along with other employees.

D. Demonstrates genuine interest in working with team members and others to meet the goals of the work group.

E. Shows appreciation and consideration for accomplishments of others.

F. Provides assistance to fellow employees when requested or when a need is indicated.

G. Encourages and supports others.

	5

Other Skills
	A. Resolves problems by making decisions that are responsive to others while consistent with work values.

B. Addresses job-related issues as opportunities and challenges, and resolves them in an effective manner.

C. Demonstrates creativity and persistence in meeting needs and resolving concerns for others.

D. Demonstrates sensitivity to ethnic, gender, and cultural differences.

E. Exhibits personal appearance/grooming that is appropriate to job responsibility and district/school standards.

F. Is punctual for work, meetings, and appearances.

	6

Communication
	A. Demonstrates effective written and oral communication appropriate for job function.

B. Communicates to appropriate individual(s) the work group’s needs, problems and opportunities.


Outstanding*
The employee has exceeded all of the performance expectations of this factor and has made many significant contributions to the efficiency/effectiveness of this organizations through such performance.

Exceeds Expectations
The employee regularly works beyond the performance expectations of this factor and has made significant contributions to the efficiency/effectiveness of this organizations through such performance.

Meets Expectations
The employee has met the performance expectations of this factor and has contributed to the efficiency/effectiveness of this organizations through such performance.

Needs Improvement
The employee has filed to meet one or more of the significant performance expectations of this factor.

Unsatisfactory*
The employee has failed to meet the performance expectations of this factor.

*Give specific examples of this employee’s performance


