	Ardmore City Schools

Support Personnel Evaluation Record for the 2006-2007 School Year
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	1
	Quality of work (accuracy, completeness, neatness).
	
	
	
	
	

	2
	Quantity of work (volume, speed)
	
	
	
	
	

	3
	Job knowledge (competency in performing assigned duties, proficiency, technical skills).
	
	
	
	
	

	4
	Willingness to do assigned duties.
	
	
	
	
	

	5
	Acceptance of responsibilities for assigned duties.
	
	
	
	
	

	6
	Initiative (self-improvement, resourcefulness, self-motivation).
	
	
	
	
	

	7
	Adherence to high ethical standards.
	
	
	
	
	

	8
	Judgment (reason, logic, maturity).
	
	
	
	
	

	9
	Attendance (regular presence at work).
	
	
	
	
	

	10
	Punctuality (on time for work, appointments).
	
	
	
	
	

	11
	Reliability (dependability, trustworthy).
	
	
	
	
	

	12
	Enthusiasm (positive about job).
	
	
	
	
	

	13
	Compliance with school rules, regulations, and policies.
	
	
	
	
	

	14
	Attitude (agreeable, pleasant, willingness, tact, consideration).
	
	
	
	
	

	15
	Acceptance of authority.
	
	
	
	
	

	16
	Cooperation (teachers, other staff members & parents, teamwork, assisting others, offering suggestions).
	
	
	
	
	

	17
	Rapport with students.
	
	
	
	
	

	18
	Adaptability (to be able to adjust, modify or change).
	
	
	
	
	

	19
	Appropriateness of dress for job performed.
	
	
	
	
	

	20
	Neatness and cleanliness in personal appearance.
	
	
	
	
	

	21
	Use of oral language.
	
	
	
	
	

	22
	Ability to accept constructive criticism.
	
	
	
	
	

	23
	Follows work schedule as assigned.
	
	
	
	
	

	24
	Planning ahead and making effective use of materials and equipment.
	
	
	
	
	

	25
	Keeps accurate records of work done.
	
	
	
	
	

	26
	Keeping equipment and assigned area up to good standard.
	
	
	
	
	

	27
	Keeping building up to standard by practicing good housekeeping.
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Name: 
Definition of Performance Ratings
	OUTSTANDING
	Performance is consistently characterized by exceptionally high quality work.  Employees rated as excellent repeatedly make contributions to the organization which are far above the requirements of this position.  They require little or no supervision, have exceptional judgment and regularly exhibit mastery of their job assignments.

	COMMENDABLE
	Performance indicates thorough attention to & accomplishment of all assigned responsibilities.  Unusual problems are properly considered and generally well handled.  Individuals strive for job improvement & initiative is regularly displayed.  The contribution of these individuals is usually beyond that expected.

	COMPETENT
	Performance meets the requirements of the position.  The position is being covered in an adequate manner and the responsibilities are being handled competently.  Such personnel are not to be considered as marginal performers.

	MARGINAL
	Performance does not meet the requirements of the position.  Individuals may possess the talent to earn a higher rating if special training and counseling are given or if they are transferred to another, more suitable position.  If performance does not improve after a reasonable period of time, he/she could be demoted or terminated.

	UNACCEPTABLE
	Performance does not meet the requirements of the position.  Employees in this category may have a history of substandard performance and, in management’s judgment, will not achieve a higher rating in their current position.  Disposition is generally demotion or termination.


Comments by Evaluator
Strengths: 
· Areas in Need of Improvement:
· Job Improvement Plans:

Comments by Employee

	
	Check if employee is being recommended for continued employment.

	
	Check if employee is being admonished for reasons that could lead to dismissal or non-reemployment.

	
	Check if employee is recommended for non-reemployment.


I certify this evaluation has been discussed with me.  I understand that my signature does not necessarily indicate agreement.
_______________________________________________________________
_________________________

Signature of Employee








Date

_______________________________________________________________
_________________________

Signature of Supervisor








Date

_______________________________________________________________
_________________________

Signature of Principal if Different from Evaluator




Date
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