Richland County School District One

Support Personnel Evaluation (SPE)
Year:  _____________

Employee Name:  _________________________________
SSN: _______________ School/Office: __________________________




Performance Evaluation Guidelines


SPE Participants:  Support Personnel Evaluation (SPE) is the instrument for personnel on the Instructional Support and Administrative Salary Schedules.  Additionally, SPE is to be used with school-based instructional support personnel on the teacher’s salary schedule.  This includes personnel serving in positions such as Executive Director, Chief, Director, Coordinator, Consultant, Assistant Principal, District Instructional Facilitator etc. , Teachers on Special Assignment, Curriculum Resource Teacher or others with teacher contracts should be evaluated with GBE, not SPE.  


Evaluation Cycle:  Those to be evaluated using SPE will be evaluated annually.

Process:  This evaluation process requires that the employee, in collaboration with the supervisor, develop three individual performance goals, which are agreed upon by the employee and the supervisor.  The goals must relate directly to either the District Strategic Plan or the School Renewal Plan and will be discussed during a documented initial conference.  Goals can be either prescriptive or developmental and must also relate to the ten SPE Performance Standards.  During this initial conference, the supervisor will also discuss the ten standards which will be rated at the final conference.  A mid-year conference will be held and documented to discuss how well the employee is meeting the ten performance standards and his or her progress toward goal completion.  At the final conference, the employee will provide evidence of goal completion or progress.  The supervisor will discuss the assigned ratings on each of the ten performance standards.  This conference will be documented.

Competency Ratings:  For each of the ten performance standards, an employee can receive one of four ratings:
Exceeds Expectations – Typically employees who perform their job responsibilities at the level that exceeds expectations share some common characteristics.  These employees are flexible in the performance of their duties.  They make effective accommodations to changing situations.  They are self-directed, innovative and creative in going beyond prescribed or required duties and are consistent in their high level of performance by remaining actively involved, interested, and enthusiastic about carrying out their job responsibilities with a high degree of productivity.

Competent – Typically, competent employees are consistent in carrying out their job responsibilities.

Needs Improvement – Typically, employees who perform at a level that does not meet expectations are those who fail to carry out their job duties and responsibilities at levels described for their job.  Although many of these employees are capable of demonstrating competent performance on occasion, they do not accomplish their tasks at this level on a consistent basis.  They may perform some job duties incorrectly or ineffectively.

Unsatisfactory – Typically, employees who perform at a level that is unsatisfactory fail to carry out their job duties.  They do not meet expectations a majority of the time.  In some cases, they may not perform certain job functions at all.


Overall Ratings:  An overall performance rating will be determined using the following criteria:
Exceeds Expectations = At least six of ten competencies rated 3; no ones; no zeroes
Competent = At least nine of ten competencies rated 2 or 3; no more than one competency rated as one; no zeroes
Needs Improvement = At least eight of ten competencies rated 2 or 3; no more than two competencies rated as one; no zeroes
Unsatisfactory = Any competencies rated zero; three or more competencies rated one; in response to a severe weakness/concern as documented by the supervisor


	Required Activities
	Date
	Employee’s Signature
	Supervisor’s Signature

	
	
	(All signatures should be in blue ink.)

	Initial Conference 

· Performance standards and expectations discussed
· Any concerns brought up
	
	Attachment:   □  Yes  □  No
	Attachment:   □  Yes  □  No

	Professional Growth Plan 

· Written Professional Growth Plan submitted by employee
· Plan discussed/reviewed by employee and supervisor
· Plan approved by supervisor
	
	Attachment:   □  Yes  □  No
	Attachment:   □  Yes  □  No

	Mid-Year Review/Conference
· Professional Growth Plan progress reviewed
· Performance standards and expectations reviewed
· Concerns (if any) discussed
	
	Attachment:   □  Yes  □  No
	Attachment:   □  Yes  □  No

	Final Evaluation Conference
· Professional Growth Plan progress reviewed
· Each competency rated by supervisor
· Overall performance evaluation status determined
	
	Attachment:   □  Yes  □  No
	Attachment:   □  Yes  □  No

	Performance Evaluation Status:  (To be completed during Final Evaluation Conference)
□  Exceeds Expectations =  At least six of ten competencies rated 3; no ones; no zeroes

□  Competent =  At least nine of ten competencies rated 2 or 3; no more than one competency rated as one; no zeroes

□  Needs Improvement =  At least eight of ten competencies rated 2 or 3; no more than two competencies rated as one; no zeroes

□  Unsatisfactory =  Any competencies rated 0; three or more competencies rated 1; in response to a severe weakness/concern as documented by the supervisor
	
	Attachment:   □  Yes  □  No
	Attachment:   □  Yes  □  No


	Professional Growth Plan

	Goal 1:  _____________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



	Performance Standard:  
	· Long-Range Planning
	· Short-Range Planning
	· Management of Resources
	· Support of Optimal Work Environment
	· Initiative

	· Operational Issue
	· Problem Solving
	· Productivity
	· Quality of Work
	· Professional Growth
	· Dependability

	Related Assignment/Task: ______________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



	How does this goal relate to your current position? ___________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



	How does this goal relate to the District Strategic Plan and/or the School Renewal Plan?  ____________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



	What product or project will be the evidence of attainment of this goal? ___________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________




Employee’s Signature:  _____________________________________________________________
Date: _____________________

Supervisor’s Signature:  _____________________________________________________________
Date: _____________________
(All signatures should be in blue ink.)

	Professional Growth Plan

	Goal 2:  _____________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



	Performance Standard:  
	· Long-Range Planning
	· Short-Range Planning
	· Management of Resources
	· Support of Optimal Work Environment
	· Initiative

	· Operational Issue
	· Problem Solving
	· Productivity
	· Quality of Work
	· Professional Growth
	· Dependability

	Related Assignment/Task: ______________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



	How does this goal relate to your current position? ___________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



	How does this goal relate to the District Strategic Plan and/or the School Renewal Plan?  ____________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



	What product or project will be the evidence of attainment of this goal? ___________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________




Employee’s Signature:  _____________________________________________________________
Date: _____________________

Supervisor’s Signature:  _____________________________________________________________
Date: _____________________

(All signatures should be in blue ink.)
	Professional Growth Plan

	Goal 3:  _____________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



	Performance Standard:  
	· Long-Range Planning
	· Short-Range Planning
	· Management of Resources
	· Support of Optimal Work Environment
	· Initiative

	· Operational Issue
	· Problem Solving
	· Productivity
	· Quality of Work
	· Professional Growth
	· Dependability

	Related Assignment/Task: ______________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



	How does this goal relate to your current position? ___________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



	How does this goal relate to the District Strategic Plan and/or the School Renewal Plan?  ____________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



	What product or project will be the evidence of attainment of this goal? ___________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________




Employee’s Signature:  _____________________________________________________________
Date: _____________________

Supervisor’s Signature:  _____________________________________________________________
Date: _____________________
(All signatures should be in blue ink.)

	
	Exceeds Expectations - 3
	Competent - 2
	Needs Improvement - 1
	Unsatisfactory - 0
	Comments
*Required for any area rated 
Exceeds Expectations, Needs Improvement or Unsatisfactory.*

	Long-Range Planning – the extent to which an employee can:
· Develop and implement yearly plans addressing all areas of job responsibilities

· Include goals, objectives, activities, outcomes, and/or timelines aligned with the district’s and/or school’s goals or objectives and personal professional development plan
	
	
	
	
	

	Short-Range Planning – the measurement of the employee’s:
· Ability to accomplish immediate tasks
· Ability to prioritize and organize immediate tasks
	
	
	
	
	

	Management of Resources – the degree to which:
· Effectively utilizes available resources to accomplish job tasks (people, money, materials, technology, and time)
	
	
	
	
	

	Support of Optimal Work Environment – the extent to which the employee:
· Cooperates with supervisors

· Works in harmony with others to achieve the goals of the district, school, department, and/or division

· Demonstrates tact, respect, and integrity to all concerned


	
	
	
	
	

	Initiative – the extent to which an employee:

· Demonstrates self-motivation in devising new or improved methods of accomplishing tasks

· Completes tasks without prompting or direction from others.
	
	
	
	
	


	
	Exceeds Expectations - 3
	Competent - 2
	Needs Improvement - 1
	Unsatisfactory - 0
	Comments

*Required for any area rated 

Exceeds Expectations, Needs Improvement or Unsatisfactory.*

	Problem Solving – the degree which an employee:
· Identifies problems and related issues

· Mobilizes necessary resources

· Renders effective and timely decisions


	
	
	
	
	

	Productivity – the measurement of the:
· Volume of work accomplished

· Rate of progress in accomplishing tasks

· Evidence of efficiency and effectiveness


	
	
	
	
	

	Quality of Work – the degree to which an employee’s output:
· Demonstrates knowledge of the work to be done

· Meets expectations in a thorough and accurate manner


	
	
	
	
	

	Professional Growth – the extent to which the employee:
· Seeks to improve himself/herself professionally in order to perform the job more effectively


	
	
	
	
	

	Dependability – the extent to which an employee can be relied upon to:
· Meet work schedules

· Fulfill responsibilities and commitments
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