Classified Employee Evaluation
To be completed by May 1 and submitted to Human Resources by May 15.
Classified Employee Evaluation



Evaluation Year:__________________________  Date:__________________________________

Employee Name:___________________________________________  EIN:________________

School/Department:______________________________  Position:_______________________

	Please provide a rating for every indicator.  Write an explanation below for each rating of “Ineffective” and/or “Area for Growth.”  Attach additional sheets if necessary.
	Ineffective
	Area for Growth
	Effective
	Exemplary

	Quality of Work –Work is accurate, thorough, neat and completed in a timely manner.
	
	
	
	

	Quantity of Work- Effectively produces work in accordance with job description and the district, department and building needs.
	
	
	
	

	Job Knowledge – Demonstrates knowledge of job duties and their purpose.
	
	
	
	

	Job Skills – Demonstrates skill in job performance, requiring minimal direction.
	
	
	
	

	Flexibility and Adaptability – Learns new tasks and assignments willingly.  Handles situations appropriately, as they arise, even under stress.
	
	
	
	

	Initiative – Seeks new or additional assignments when appropriate or necessary.  Involved in solving problems and offers constructive solutions.  
	
	
	
	

	Judgement and Decision Making – Uses good judgement and makes appropriate decisions.
	
	
	
	

	Organization – Tasks are organized, prioritize, and planned out.  Materials, equipment and work area are clean, organized and ready.
	
	
	
	

	Efficiency – Tasks are organized and completed efficiently.  Materials are organized and used efficiently.
	
	
	
	

	Compliance – Has adequate knowledge of and adheres to district, department and building policies and regulations, including appropriate recordkeeping and documentation.
	
	
	
	

	Attendance – Attends work and leaves at appropriate times.  Complies with district, department and building processes and procedures around the use of leave time.
	
	
	
	

	Relationships and Communication – Develops and maintains effective working relationships with all colleagues and stakeholders.  Uses positive and appropriate communication.  
	
	
	
	

	Professionalism – Represents the district and Board values in daily work and interactions.  Follows dress appropriate dress code.  Demonstrates consideration and respect of others.  Is able to create positive, professional relationships with staff and students.
	
	
	
	


Major Strengths and Accomplishments:

	


Areas Needing Improvement (Ineffective and/or Areas of Growth):

	


Goal(s) to Achieve During Next Evaluation Period:

	


Employee Comments:

	


	I understand my signature signifies I have read the material to be filed.  It does not indicate agreement with the content.  I understand I have a right to respond in writing within 10 working days.  My comment will be attached to the form in my personnel file.  


Evaluator’s Signature:__________________________________________  Date:_____________


Employee’s Signature __________________________________________  Date:_____________
	Rating
	Definition

	Ineffective
	Minimal or no evidence of employee performing duties at an acceptable level.  Performance is clearly inadequate.  Immediate corrective measures are required.

	Area for Growth
	Some evidence of employee performing duties at an acceptable level.  Some performance is inadequate.  Corrective measures may be necessary.

	Effective
	Employee performs duties adequately and effectively.  Evidence of meeting expectation.



