BERTIE COUNTY SCHOOLS
CLASSIFIED EMPLOYEE EVALUATION

[bookmark: _GoBack]Use for Custodians, Secretaries (EOPs), PowerSchool Data Managers, Bookkeepers, Maintenance, Bus Garage, and Child Nutrition.


Employee:  ______________________________	Job Title:  ____________________________

Evaluator:  _______________________________	Date of Evaluation:  ____________________

School/Department:  _______________________	Period Covered:  ______________________


Performance Evaluation Codes:
EE = Exceeds Expectations   ME = Meets Expectations   NI = Needs Improvement  UP = Unsatisfactory Performance

	EVALUATION ELEMENTS

	I. KNOWLEDGE OF JOB
	EE
	ME
	NI
	UP
	NA

	a. Knowledge of responsibilities and procedures
	[bookmark: Check1]|_|
	|_|
	|_|
	|_|
	|_|

	b. Ability to organize and schedule work load
	|_|
	|_|
	|_|
	|_|
	|_|

	II. JOB PERFORMANCE
	EE
	ME
	NI
	UP
	NA

	a. Ability to work without constant  supervision
	|_|
	|_|
	|_|
	|_|
	|_|

	b. Timely completion of assigned tasks
	|_|
	|_|
	|_|
	|_|
	|_|

	c. Care of equipment and work materials
	|_|
	|_|
	|_|
	|_|
	|_|

	d. Follows established rules and procedures
	|_|
	|_|
	|_|
	|_|
	|_|

	e. Practices safety in carrying out responsibilities
	|_|
	|_|
	|_|
	|_|
	|_|

	f. Produces acceptable completed work/service
	|_|
	|_|
	|_|
	|_|
	|_|

	g. Works within the framework of the job description.
	|_|
	|_|
	|_|
	|_|
	|_|

	h. Performs other duties as assigned
	|_|
	|_|
	|_|
	|_|
	|_|

	III. DEPENDABILITY
	EE
	ME
	NI
	UP
	NA

	a. Consistency of performance
	|_|
	|_|
	|_|
	|_|
	|_|

	b. Ability to work under pressure
	|_|
	|_|
	|_|
	|_|
	|_|

	c. Attendance
	|_|
	|_|
	|_|
	|_|
	|_|

	IV. WORKPLACE PERFORMANCE
	EE
	ME
	NI
	UP
	NA

	a. Willingness to perform task
	|_|
	|_|
	|_|
	|_|
	|_|

	b. Acceptance of constructive evaluation
	|_|
	|_|
	|_|
	|_|
	|_|

	c. Initiative
	|_|
	|_|
	|_|
	|_|
	|_|

	d. Ability to adapt to a changing work environment
	|_|
	|_|
	|_|
	|_|
	|_|

	e. Tactfulness
	|_|
	|_|
	|_|
	|_|
	|_|


BERTIE COUNTY SCHOOLS
CLASSIFIED EMPLOYEE EVALUATION

Use for Custodians, Secretaries (EOPs), NC Wise Operators, Bookkeepers, Maintenance, Bus Garage, and Child Nutrition.

Performance Evaluation Codes:
EE = Exceeds Expectations   ME = Meets Expectations   NI = Needs Improvement  UP = Unsatisfactory Performance

	 EVALUATION ELEMENTS

	V. STAFF AND COMMUNITY RELATIONS
	EE
	ME
	NI
	UP
	N/A

	a. Ability to work harmoniously with students, staff and the public
	|_|
	|_|
	|_|
	|_|
	|_|

	b. Establishes positive rapport in the workplace
	|_|
	|_|
	|_|
	|_|
	|_|

	VI. TRAINING
	EE
	ME
	NI
	UP
	N/A

	a. Participates in appropriate/necessary job training
	|_|
	|_|
	|_|
	|_|
	|_|

	b. Uses appropriate/required training
	|_|
	|_|
	|_|
	|_|
	|_|

	c. Seeks necessary training to be proficient in job
	|_|
	|_|
	|_|
	|_|
	|_|

	d. Assumes responsibility for maintaining any required job certification
	|_|
	|_|
	|_|
	|_|
	|_|

	VII. MANAGEMENT & SUPERVISION
	EE
	ME
	NI
	UP
	N/A

	a. Establishes work schedule for supervised employees
	|_|
	|_|
	|_|
	|_|
	|_|

	b. Facilitates completion of job assignments
	|_|
	|_|
	|_|
	|_|
	|_|

	c. Appropriately delegates job responsibilities
	|_|
	|_|
	|_|
	|_|
	|_|

	d. Provides appropriate training opportunities
	|_|
	|_|
	|_|
	|_|
	|_|

	e. Recommends training and supervises implementation of learned skills
	|_|
	|_|
	|_|
	|_|
	|_|

	f. Completes evaluation of supervised staff
	|_|
	|_|
	|_|
	|_|
	|_|

	VIII. BASIC WORK SKILLS

	a. Notifies school/department when absent
	[bookmark: Check2][bookmark: Check3][bookmark: Check4]	|_| Satisfactory	 |_| Needs Improvement	|_| Unsatisfactory

	b. Adheres to arrival, lunch breaks and departure time
		|_| Satisfactory	 |_| Needs Improvement	|_| Unsatisfactory

	c. Maintains appropriate appearance
		|_| Satisfactory	 |_| Needs Improvement	|_| Unsatisfactory

	d. Displays tact, courtesy and positive attitude
		|_| Satisfactory	 |_| Needs Improvement	|_| Unsatisfactory

	e. Learns and complies with procedures, rules & regulations
		|_| Satisfactory	 |_| Needs Improvement	|_| Unsatisfactory




BERTIE COUNTY SCHOOLS
CLASSIFIED EMPLOYEE EVALUATION

	SUPERVISORY (This section is for classified employees with supervisory responsibilities.)
	YES
	    NO

	1. Practices good relations:

		a. Interacts with the public in a professional manner
	|_|
	|_|

	2. Practices positive leadership skills:

		a. Demonstrates ability to direct and/or confer appropriately when working with subordinates
	|_|
	|_|

		b. Maintains dignity of employees under his/her supervision - even when correcting
	|_|
	|_|

		c. Develops strengths of people while improving weaknesses
	|_|
	|_|

	d. Praises accomplishments of employees
	|_|
	|_|

	e. Displays professionalism when dealing with difficult situations
	|_|
	|_|

	3. Demonstrates ability to plan and organize the work of others:

	a. Understands  each worker's skills and abilities then successfully matches them to appropriate work assignments
	|_|
	|_|

	b. Develops efficient schedules and makes appropriate work assignments
	|_|
	|_|

	c. Develops long-range plans
	|_|
	|_|

	d. Establishes objectives and exhibits consistency in daily planning
	|_|
	|_|

	4. Provides training and instruction:

	a. Keeps abreast of new developments in job-related areas
	|_|
	|_|

	b. Evaluates work processes and incorporates  evaluation in planning for future assignments
	|_|
	|_|

	c. Displays professionalism when dealing with difficult situations
	|_|
	|_|

	5. Practices efficiency and economy in operating procedures:

	a. Exhibits concern for efficiency
	|_|
	|_|

	b. Uses good judgment in use of school and district resources - personnel, supplies, equipment, etc.
	|_|
	|_|

	c. Understands  and utilizes sound conservation practices
	|_|
	|_|

	d. Maintains accurate records and reviews to assist in improving efficiency and economy
	|_|
	|_|

	e. Understands role in the context of the entire school system
	|_|
	|_|
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Evaluator's Summary Comments: (Use attachment, if needed)
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Evaluatee's Summary Comments: (Use attachment, if needed)
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[bookmark: Check5][bookmark: Check6]**At the present time, I |_| would / |_| would not recommend re-employment.



Immediate Supervisor's Signature / Date		Employee's Signature / Date



Signature indicates that the Employee has seen this written evaluation and has discussed it with the evaluators.


Human Resource Reviewer's Signature / Date
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