Classified Personnel Performance Review Summary
Employee:	 	Position Classification:	 
Supervisor Name:	 	Supervisor Title:	 
School/Department:	 	Date: 	 
Check Type of Review:           ☐ Probationary          ☐ Permanent          ☐ Improvement Plan Monitoring


The Performance Review Summary Form is consistent with the Rubric Worksheet and is separated into: 
General work related Domains, which are larger categories of Work Performance (below in bold)
Elements, which are more specific areas of Work Performance
Instructions 
For each Element, indicate employee rating by checking the appropriate box. Using this Summary form, fill in Evidence and/or Comments section with objective examples of work performance as appropriate. Improvement needed must have Evidence and Comment(s). 
Ratings
EE = Exceeds Expectations ME = Meets Expectations IN = Improvement Needed NA = Not Applicable D = Developing
Domain and Elements	EE	ME	IN	NA	D	Evidence and/or Comments
Work Characteristics
Initiative 	 	 	 	 	 	 
Flexibility	 	 	 	 	 	 
Attendance
Attendance	 	 	 	 	 	 
Punctuality	 	 	 	 	 	 
Relationships
Attitude	 	 	 	 	 	 
Communication	 	 	 	 	 	 
Courtesy/Tact	 	 	 	 	 	 
Teamwork	 	 	 	 	 	 
Responsibility
Following Procedures	 	 	 	 	 	 
Time Management	 	 	 	 	 	 
Job Knowledge
Job Information	 	 	 	 	 	 
Skills	 	 	 	 	 	 
Use and Care of Equipment	 	 	 	 	 	 
Safety and Sanitation
Safety Practices	 	 	 	 	 	 
Professional Growth
Attends Trainings	 	 	 	 	 	 
Work Quality
Accuracy	 	 	 	 	 	 
Neatness and Organization	 	 	 	 	 	 


	Check one:	
Personal Appearance	☐ Meets Expectations	☐ Improvement Needed	Comments:  
	Check one:	
Confidentiality/Discretion	☐ Meets Expectations	☐ Improvement Needed	Comments:  


Supervisor (print name):	 	Signature: 		Date:	 


Employee (print name):	 	Signature: 		Date:	 



Classified Personnel Performance Review Summary
General performance summary, comments, and remarks
 


Identification of specific strengths
 


Recommendation(s) for growth (include support and resources)
 


Recommendation for Probationary Employees
	☐ Employee is recommended for continued employment		☐ Employee is not recommended for continued employment	


Permanent Employees
	☐ Exceeds position Standards		☐ Meets position standards		☐ Below position standards     ☐ Employee improvement plan is recommended

 
Supervisor (print name):	 	Signature: 		Date:	 
______ I acknowledge that the Rubric Worksheet was available during the Performance Review


Employee (print name):	 	Signature: 		Date:	 
______ I acknowledge that the Rubric Worksheet was available during the Performance Review	______ I acknowledge that I have read and received the signed copy of the Employee Performance Review, as completed

Signature does not indicate agreement with the Performance Review Ratings. An employee has 10 days in which to respond in writing to the Office of the Assistant Superintendent, Human Resources. 
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