KANELAND SCHOOL DISTRICT #302

Non-Certified Employee Evaluation
NAME OF EMPLOYEE:




REVIEW DATE:

SCHOOL/OFFICE:





POSITION: 

SUPERVISOR(S):





RATING:  
The purpose of this form is to review and evaluate the employee's performance in his/her present position.  As the employee's supervisor and evaluator, please give careful consideration to your appraisals.  Think in terms of how the employee is doing NOW, not what the employee is potentially capable of doing.  In each section, put a check mark indicating the area which, in your opinion, most closely describes this employee's performance.  If you wish, use the space marked EXPLANATION to explain your rating of each factor.  This review should be treated as CONFIDENTIAL.

KNOWLEDGE OF JOB  -  Regarding work normally assigned, the employee's knowledge of the job....

  _____ is outstanding; encompasses full scope of job

  _____ is very good; feel confident the job will be done

  _____ is good; meets normal requirements

  _____ is limited; improvement is needed

  _____ is unsatisfactory

EXPLANATION:

QUANTITY OF WORK - This employee's volume of work without regard to quality....

  _____ is exceptionally high

  _____ is moderately high; very consistent

  _____ is good; usually consistent and steady

  _____ is acceptable; but could do better

  _____ is very low; not acceptable

EXPLANATION:

QUALITY OF WORK - The accuracy and attention to detail displayed by this employee....

  _____ is outstanding; very high quality

  _____ is high grade; very few errors

  _____ is good; mostly accurate

  _____ is generally satisfactory; needs to reduce errors

  _____ is poor; frequently makes careless errors

EXPLANATION
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DEPENDABILITY - With respect to work completion, this employee....

  _____ is outstanding; extremely dependable

  _____ is very good; can be counted on

  _____ generally completes assignments on time

  _____ could do better with more effort

  _____ is unsatisfactory; work rarely completed on time

EXPLANATION:

ATTENDANCE/PUNCTUALITY - With regard to attendance and punctuality, this employee....

  _____ has outstanding record

  _____ is excellent; rarely absent for any reason

  _____ is dependable; may be late on occasion

  _____ is undependable; may be absent or late without good reason

  _____ is very undependable; often absent or late without good reason

EXPLANATION:

ATTITUDE/COOPERATION - This employee's ability to work with co-workers, superiors and children.

  _____ is superior; consistently displays high level of cooperation

  _____ is high; works willingly and well with others

  _____ is good; normally relates well to others

  _____ could improve; more cooperation would be beneficial

  _____ is questionable; cannot seem to work with others

EXPLANATION:

ORGANIZATION - This individual....

  _____ displays a high degree of organization on daily basis

  _____ is successful in organizing work on a consistent basis

  _____ is normally organized in daily work

  _____ could improve organization of work

  _____ is completely unorganized; work is haphazard

EXPLANATION:
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FLEXIBILITY - Employee's ability to meet changed conditions and/or adapt to new job duties is....

  _____ outstanding; quickly meets the challenge of whatever is required

  _____ very good; accepts and adjusts to new conditions easily

  _____ good; new work readily accepted

  _____ generally satisfactory; but could improve

  _____ minimal; adjustment to different duties is extremely difficult

EXPLANATION:

INITIATIVE - Does things without being told.  Assumes responsibility....

  _____ Possesses an unusual degree of self-reliance; exercises independent thought and action

  _____ Performs duties on own; able to handle irregularities

  _____ Routine worker; does what is required but rarely more

  _____ Requires supervision; seldom able to handle irregularities

  _____ Uses no initiative; requires detailed instructions

EXPLANATION:

PUBLIC CONTACTS - Does a good job building goodwill in public contacts....

  _____ Creates much goodwill; goes out of the way to serve public

  _____ Courteous; uses tact and discretion

  _____ Usually friendly and courteous

  _____ Frequently unfriendly; often curt or irritable

  _____ Almost always unfriendly; unwilling to go out of way

EXPLANATION:

1.
In my opinion, this employee's strong points are:

2.
In my opinion, areas for improvement are:
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-----TO BE COMPLETED BY EMPLOYEE-----

My feelings regarding this interview are: (If you do not agree with this review or just wish to comment on any aspect of this evaluation, please use this space). 

EMPLOYEE SIGNATURE________________________________________DATE________________

REVIEWING SUPERVISOR______________________________________DATE________________

wd.bc/Rev. 4/9/98

